


	HELLEN 
CUSTOMER SERVICE – ADMINISTRATION - SALES 
E-mail: hellen.346397@2freemail.com 
Valid UAE Driving License
	[image: image1.jpg]






	
	


	Dynamic and service-oriented professional offering 9+ years of rich experience within diversified industries. Possess strong customer service orientation, flair in understanding current/potential client needs, competencies in offering excellent fashion advices and knack in managing customer’s journey with high service standards hence immensely contributed to business growth. Proactive, detail-oriented and well organized with excellent communication, interpersonal, analytical, problem solving, decision making, organizing, coordinating, time management and leadership skills.
	. 




	
	



	Certificate in Business Management, Kenya Cedat  Institute Of Management
	2013

	MODULES: Business Communication, Typing, Customer Service, Office Practice & accounts

	

	Certificate in Computer Application, Kenya Matrix Training Institute
	2013

	MODULES: MS Dos, MS Office (Word, Excel, Access), MS Windows Desktop & Publishing Packages, web design.
	


	
	



	Landmark International
Reiss London store  manager Marina mall, Abu Dhabi UAE

	June 2012 – Jan 2016

	Sales Advisor / Store Trainee Supervisor
Ted Baker London Store Marina mall, Abu Dhabi UAE


	Nov 2009 – May 2012

	Customer Service Executive / Teller
Barclays Bank, Kenya
	Nov 2007 – Nov2008


	

	


	· Successfully achieved performance parameters as well as organizational goals and objectives. 

· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication with drive towards contributing to continued business growth.  

· Showed flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete multiple tasks within strict deadlines.

· Well developed expertise in building long-term and profitable relationships with clients.
· Achieved Praise of the month as the best manager in October 2015



	

	


	Store Management
· Planning and organizing the daily work schedule of the workers by guiding them the nature of the work and also dividing the works amongst the workers.

· Checking of progress of work.

· Report about the cost quality and any such output which can be responsible for increasing productivity.
· Carry out routine sales tasks such as wrapping purchases or handling payments.

· Maintain records of regular customers in order to provide personalized service. 

· Display and restock products whenever necessary. Keep account of inventory levels.

	
	

	Administration 

· Act as liaison between management and employees on all administration and personnel matters

· Coordinate with various groups within organization and provide accurate, efficient and committed office work support in completing daily activities. 

· Confer with internal departments to exchange information, coordinate activities and promptly resolve issues.
· Manage and keep confidentiality in all correspondences, company documents and reports.  

· Handle multiple priorities, meet deadlines and follow up critical issues.



	Customer Service

· Provide the highest attention to clients and use customer service skills for each business contact. 

· Process customer transactions and respond to products or services inquiries in a responsive, accurate and timely manner. Ensure understanding of client needs through great attention to detail.  

· Display high quality, prompt and professional customer service to achieve customer satisfaction, loyalty, and repeat and referral business. 


	
	


	Store Manager, Landmark International LLC (Reiss London store)
· Dealing with clients, attending to their needs and answering queries whilst ensuring high standard customer services is provided at all times.
· Booking clients for appointment for personalised styling
· Giving sales presentations to potential customers, explaining quality and uniqueness of our product. Also promoting fragrances.
· Evaluating individual’s body type then accordingly suggesting suitable outfits to archive a particular look. 
· Customer profiling 


	Store Trainee Supervisor / Store In-charge, Royal Sporting House LLC (Ted Baker London)
· Handled customer service functions; provided customers needs, advised appropriate or alternative products, dealt with grievances and resolved presented problems..

· Monitored sales activities and monitored data to facilitate timely restocking.
· Organized staff shift and trained neophytes in strict adherence to company policies such as filling of trading diary, updating of sales target and sending of sales reports. 



	Customer Service Executive / Teller, (Barclays Kenya)
· Conducted phone calls to existing Customers recommend cash on call and balance transfer facility.
· Effectively handled inbound call complains and provides best solution especially to the irate call.
· In charge in updating or upgrading the services for existing card holders based on the evolution of customer income and profile.
· Facilitated customer calls for existing customers as well as new clients to ensure monthly targets are met.
· Ensured achievement of quality sales by adhering to the policies and procedures of the bank.


	
	


	

	Nationality
	:
	Kenyan

	Date of Birth
	:
	14th June 1988

	Marital Status
	:
	Married

	Visa Status
	:
	Visit Visa

	Languages
	:
	English & Swahili

	IT Skills
	:
	MS Office Suite, E-mail & Internet applications

	Reference
	:
	Will furnish promptly upon request


Profile Summary





STRENGTHS





Gulf experienced Management Profession


Fashion and styling Industry Knowledge


Strong Customer Service Orientation


Experience in handling Admin functions


Tact to deal with multicultural clients


Can Multitask & Prioritize Responsibilities 


Excellent Communication Skills


Commitment to Service Excellence 


Highly motivated – Reliable - Confident





Qualifications





Career Snapshot





Achievements





Areas of Expertise





Proven Job Role








Personal Details
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