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RESUME
Shehariyar
Email Id: shehariyar.374171@2freemail.com
	


Career Objective:
I look forward to work with an organization which offers a challenging opportunity to enhancing my knowledge, skills and experience that would allow me to contribute towards achieving organizational goal to my best of my potential.

Profile Summary:

Worked as a Customer Relationship Officer in Smart Neram 9th January 2017 to   31 October 2017

· Assigned the tasks of recording all communications between various parties

· Handled the tasks of drafting documents as requested by Customer Care Manager

· Prepared daily, weekly and monthly statistical reports

· Responsible for generating ideas on ways to resolve problems and serve customers in a better way

· Confirmed customer understanding of the solution and provided extra customer education as required.

· Create and utilize training programs in customer service protocol in both written and visual templates
· Interact firsthand with both satisfied and dissatisfied customers

· Document customer complaints and how they were resolved for future reference

· Create customer satisfaction surveys and programs to enhance customer feedback

· Organizing customer feedback to create a working solution to recurring problems

· Daily report to Management.
KEY SKILLS AND COMPETENCIES
Customer Service & Administration.
· Hands on experience in managing general office tasks

·  Adept at performing bookkeeping tasks

·  Proven ability to maintain a high level of accuracy

·  Excellent interpersonal skills

· Well-honed analytic and problem resolution skills

·  Strong time management and organization skills

·  Demonstrated written and verbal communication skills

·  Demonstrated ability to work individually and in a team environment

·  Willing to work cooperatively with others

·  Comprehensive knowledge of MS Excel and Access databases

·  Exceptional telephone etiquette

·  Strong research capability

·  Exceptional ability to prioritize tasks

·  Technically savvy

·  Exhaustive knowledge of general office machines and equipment

Tele caller

· Outgoing and energetic attitude.

· Good listening skills.

· Multi-tasking ability.

· Computer experience.

Accounting:
· Prepare asset, liability and capital account entries by compiling and analyzing account information.
· Documents financial transactions by entering account information.

Personal:
· Highly motivated and eager to learn new things.

· Strong motivational and leadership skills.

· Ability to produce best result in pressure situation.

· Excellent communication skills in written and verbal both.

· Ability to work as individual as well as in group.

· Expert in implementation of each step of project.

· Eager to learn new technologies and methodologies

Academic Qualification:
·  Degree in Bachelor of Commerce-B.Com from M.E.S College for advanced studies, Edathala, Kerala, India
· 12th passed from Infant Jesus Higher Secondary School, CBSE Board in year2013 with  59%

· 10th passed from Infant Jesus Higher secondary School, CBSE Board in year 2011with 78%.

· Diploma in IATA Airport Operations, VidyaBharathi Group of Institution 5th January 2017
· Tally ERP 9
Computer Skills:
· Operating System: Window XP, 2000, 98
· Language: ‘C’, ‘C++’;

· Data entry operating.
· Others: Microsoft office-Microsoft outlook, Advanced Microsoft Excel, Microsoftword, Microsoft power point.
· Adobe Photoshop
Academic Projects Undertaken:

Title: A Study on Corporate social Responsibility

Timeline: January 2016 – March 2016
Work Area: Joy Varghese Clearing and forwarding agency LTD, Aluva
Awards and Achievements:

· Participated in various Sports Events in College.

· Participated in Cultural Activities in College (Certificates).
Personal Details:

DOB                       :  12.05.1995
Nationality            : Indian
Language Known  : English, Hindi, Malayalam

Hobbies                 : Photography, Dancing, Reading,Traveling, Internet Surfing

Marital Sta             : Single
Strengths               : Confident, Hardworking, Dedicated and sincere well versed,
                                 Open to new Ventures and ideas, Good communication skills.
Declaration:

I hereby declare that information given above is true the best of my knowledge.
                                                                                                 Shehariyar

Date   :
Place  :
