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CENTRE MANAGER/ COUNSELOR/ SALES MANAGER/ RECEPTIONIST/ PRO
SUMMARY
An adroit and astute professional having 9 years of experience in customer centric operations (Beauty/ Healthcare) and HR activities. Possesses in-depth knowledge in treatments for sun damaged, aging skin, acne skin, laser hair reduction with the IPL Laser, photo rejuvenation, etc. With the manipulative and tactful attitude, adept at planning and implementing policies & procedures to enhance the administration efficiency. Adept in utilizing resources, improving processes and increasing quality & accuracy. Has in-depth knowledge of data & record maintenance, recruiting & hiring and other miscellaneous administrational management activities.
KEY SKILLS

· Human Resource Management

· Skincare and SPA Treatments Knowhow 

· Customer Relations Management

· Employee Performance Record Keeping

· Recruitment Process Coordination

· Administrational Support
· Employee Interaction Handling

· Advisory and Consultation Skills

· Managerial and Interpersonal Skills
PROFESSIONAL EXPERIENCE

1. KKOSMEDIX SKIN CLINIC 





     Feb 2009 till Date
Designation: Centre Manager/ Counselor/ Sales Manager/ Receptionist/ PRO

Job Responsibilities

· Counseling & Clients package booking/ sales
· Handling mails & telephonic inquiries 

· Maintaining and updating records related to clients, their appointments, bills, etc.

· Taking initiatives to increase sales and branch target - counseling clients, creating awareness, organizing various marketing activities to increase walk-in, up selling existing clients, etc.

· Looking after accounts, handling petty cash & attendance and preparing salary
· Maintaining products & stock records in excel

· Managing client referral programs and organizing events promotional activity
· Training front office girls

· Handling in house marketing within the clinic for products and services

· Expertly performing Hair Treatments- PRP & Stemcells with Mesotherapy, microdermabrassion and chemical peels
2. INFOSYS BPO LTD. 





          May 2008 to Jan 2009
Designation: HR Process Executive

Job Responsibilities

· Sourcing technical and non-technical professional
· Understanding the requirements and searching for & matching potential candidates to current openings utilizing different sources

· Screening and short listing candidates according to requirement

· Scheduling and co-coordinating the interviews

· Identifying the channels to source

· Conducting and coordinating the recruitment activity

· Handling the post recruitment activities and maintaining the candidate details in the database
3. SPARSH BPO LTD. 





         Mar 2007 to May 2008
Designation: Customer Service Associate (CSA)

Job Responsibilities

· Interacting with customers and solving customer queries

· Handling complaints and objections affectively without escalation

· Transferring incorrect customer contact to the correct department

· Quickly and accurately performing multi-tasks like talking, listening, documenting information, seeking information and problem solving
· Working effectively as a team member and facilitating cooperative environment to meet and exceed customer expectations

· Ensuring proper and clear communication in a concise manner, using correct vocabulary, grammar and sentence construction

· Probing and discovering customer’s true needs and understanding customer view point
ACHIEVEMENTS
· Received best Sales Manger Award
· Received RAMP spot award in Infosys BPO Limited, for outstanding performance and maintain quality
· Received STAR of the month award twice in Sparsh BPO limited, for best performance and for good quality
EDUCATIONAL QUALIFICATIONS

· Diploma in Computer Science Engineering from RGM Polytechnic in 2007
IT SKILLS

· Operating System: Windows 8, Windows 2000, Window XP and Vista

· Application Package: MS Office (Word, Excel and PowerPoint), Tally and HTML
PERSONAL DETAILS

· Date of Birth

: February 28, 1987
· Languages Known
: English, Arabic and Urdu
