Viyof.344145@2freemail.com
CURRICULUM VITAE
DESIRED POSITION: Customer Service Agent / Cargo Handling Assistant
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PERSONAL INFORMATION

Name:                                             Viyof 
Gender:                                           Female
Visa Status:

                     Tourist visa
Marital status:                                 Single                   

                                                      

Language:                                      English, intermediate in French, Russian.
EDUCATION BACKGROUND

  YEAR                         CERTIFICATE   AWARD                                                        INSTITUTION
2016                    BASIC LIFE SUPPORT 
Training Center under America Heart Association in       Dubai  

2014-2016          MASTER’S DIPLOMA IN NURSING    Medical University of the ministry of health Ukraine

2012-2014           BACHELOR DEGREE IN NURSING                 Medical college of KHAEKIV-UKRAINE 

 2012                  ADVANCE LEVEL DISCIPLINE CERTIFICATE            National University of Pharmacy

 2009-2011         DIPLOMA IN NURSING                                               Capitol higher institute of health

1991-1996
 COMMERCIAL AND ACCOUNTING  CERTIFICATE                        High School College
 OTHER QUALIFICATIONS AND TRAINING
+Customer training with CamAirco at Douala International Airport 2010

+ DGR Training Dangerous Goods Regulations) Cat10 in 2012

+ Customer Training in Regional Hospital Ternopol 
CARRIER OBJECTIVE
To contribute to a dynamic enterprise offering adequate opportunities for career advancement based on skills experience and merit where my strengths can be exploited to optimal use for personal as well as the development to the organization.
PERSONAL ATTRIBUTES
· Proven ability to build positive relationships with multidisciplinary team members.

· Excellent customer service skills.

· Communicates in English and intermediate in French and also sign language for the deaf and dumb.
· Proficient in Microsoft office

· Exceptionally detail and multi-task oriented
· Extensive knowledge of the processes and procedures of Airline ticketing and booking reservations 

· High level acquired proficiency in Microsoft Office, internet and other relevant web-based applications 

· Proven ability to handle effectively poignant customer situations and complicated transactional practices 

· Acquired proficiency of interpreting documents and handling daily correspondence 

· Ability to work competently even for long durations 

· Acquired proficiency in both written and oral communication skills 

· Will and ability to provide prompt service to customers for their utmost satisfaction 

· Proficiency in typing and data entry skills 

· Physically fit 
· Adaptive, determine and focus person
 Professional work history
2 YEARS EXPERIENCE WORKED WITH UKRAINE MULTILINGUAL CALL CENTER 2014-2016.
Position: Customer Service Agent / Telephone Operator.                                                                                
 Responsibilities held:
· Be a complete team member and contribute to the growth of the organization.
· Updating the existing customer-relationship database with the new details.
· Handle all incoming telephone communications, noting reasons for call and forwarding to relevant team members, subject to availability

· Provide excellent customer service as per company policy and procedures

· Resolving customer queries promptly, within company guidelines, before escalating to higher level if necessary

· Attend to customer needs, understand their requirements so that maximum number of enquiries are handled quickly and forwarded on responsibly

· Logging calls (including time, date and caller details)

· Maintain an up to date knowledge of personnel and procedures

· Offer support to fellow team members where necessary

2 YEARS WORKED WITH   HOTEL MIR KHARKIV- UKRAINE 2012-  2014
Position: Customer Service/ Front Desk Receptionist                                                                         

 Responsibilities held:

· Assist guests in check in and ensure optimal level of services.

· Maintain and update knowledge on all resort facilities, packages and special events within premises. 

· Coordinate and maintain professional relationships with all departments and manage all cash according to resort policies.

· Manage guest programs, recognize members and ensure availability of all services. 

· Maintain control of all safety deposit box and supervise efficient working of front desk to provide optimal level of services to clients. 

· Coordinate with clients and resolve all issues and ensure fulfillment of all requests. 

· Prepare morning and evening reports for front office operations and perform data entry of all check in and check outs to and from resort. 

· Ensure optimal level of security during check in and always evaluate ID card of guest and ensure accuracy in billing at time of checkout. 

· Perform balancing of all accounts at end of shift and escalate complex issues to supervisors. 

2 YEARS WORKED WITH CAMAIR-CO AIRLINES CAMEROON-DOUALA 2010-2012
Position: 2 Year in Customer Service 
Responsibilities held:

· Greeting and assisting airline customers in a polite and courteous manner
· Checking in passengers at the airport and assisting them in the ticketing and reservation procedure
· In exceptional cases, helping passengers rebook the itineraries and get boarding passes
Ushering passengers to the aircraft

· Answering the client queries about the arrival and departure timings of the flights

· Monitoring food and water supply for the flight passengers and crew members

· Assisting staff members for smooth and safe operations matching the standards set by the company

· Making announcements for passenger information

COMPUTER SKILLS:
Microsoft Office (Excel, Access, Power Point, Microsoft Word)

Sage Line + 500

Intelligent Graphic Designs (Corel draw, Photoshop CS3)

REFEREES:

Will be given upon Request
