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JEAN

JEAN.367525@2freemail.com  
                                         
 Associated with GAC Logistics FZE as a customer service administrator, pursued MBA from University of Wales. Got solid experience in office administration, operations and project management. As an experienced employee I adapt quickly to the new environment, surpassing corporate goals by developing service strategies that meets client needs. Exceptional interpersonal and communication skills gained from my corporate experience, academic qualification and from my international exposure. Seeking a challenging position to contribute to contribute towards improving the existing system of an organization.
An MBA graduate from UK, specialized in International Management with a successful track record of almost 7 years in the areas of customer service, office administration, and operational activities. Proficient in Client Service exceptionally organized and disciplined; posses well developed interpersonal skills and the ability to lead, motivate and to be a team player.
· Customer service

· Office managerial skills
· Planning & coordinating

· Strategic Planning

· Problem solving skills

· Handling Compliance

Job Profile:  Customer Service Administrator
Company:  GAC Logistics FZE (Client: African + Eastern, Dubai)

Duration:  Jan 2014 – Jan 2017.
Current Salary -6000 AED per Month

· Ensure excellent customer service to the principal client through phone and email service.

· Quick processing of export sales orders for Retail outlets and for on- trade deliveries.

· Coordinating with client and warehouse to receive the shipments and containers for imports.

· Provide adequate documents to the warehouse for the smooth operations.
· Coordinating with the warehouse supervisors regarding the processed orders and its delivery
· Keep track and records on the deliveries and returned stocks.
· Organize the Non inventory stocks as per the advice from stock controller.
·  Prepare reports for management for evaluating administrative services
· Solving queries and issues of clients until gratified.

· Ensure the standard practices in company procedures are maintained.

· Generate POD reconciliation report on daily basis.

· Ensure all POD’s are duly signed and send it back across to client with a clear track
Company Name:  CASHINO - PRAESEPE PLC

Designation       :   Customer service representative./Teller
Duration              :  APR’11-JUNE’13
Location              :   LONDON (UK)

JOB PROFILE
· Assisting the Branch manager in all venue activities.

· Provide excellent Customer service to the customers & assisting in sales targets
· Recommends potential products or services to management by collecting customer information and analyzing customer needs.
·  Resolve work-related problems and prepare and submit progress and other reports.

· Verify and ensure the accuracy of work and authorize routine deposits and withdrawals of cash flow.
· Handling operational activities, cash transaction and compliance in the allocated office.

· Keep update with all book keeping, accounts & taking care of lockers.
· Maintain customer relationship to meet the targets of venue by sales and promotions & handling the issues.
Achievements –

Promoted as Senior Customer service Representative as a result in achieving “Best customer service team member” numerous times in the initial months from the employment.
Company Name:    HDFC BANK LTD.

Designation        :    Personal Banker.
Duration                    JAN’08-MARCH’09

Location                 :   THRISSUR, INDIA
JOB PROFILE
· Assisting the Branch Manager in all kind of banking operation.
· Offer excellent Customer service to the customers
· Plan, organize, direct, control and evaluate the operations of a department by providing records
· Keep Records on every day to day activity.

· Promoting banking products to the customers, Handling cheques in the bank.

· Assisting in foreign money exchange trade in the bank to the customers.

· Managing the team of sales executives in achieving monthly targets.

· Making long term relationship and support to the customers by selling new

     Products and  various services.
   Achievements Joined as Wealth Management officer and promoted as Personal Banker in            Retail Branch Banking as result of achieving the administrative goals
  

· MBA (INTERNATIONAL MGMT) from University of Wales, ENGLAND (UK)-2010

· Bachelor of Business management, Bharathiar University, Coimbatore, India.-2005
I  Jean Paul hereby declared that all the facts above mentioned are true to my knowledge and belief.                                                                                                                                JEAN 
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