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SHAIK 
SHAIK.374506@2freemail.com 
	Career Objective


Customer Service / Office Administration
Seeking an affective role in an organization where I can use my past proven record of contributing to client satisfaction and their retention in company. 


	Profile Summary 


· 2 years of experience in customer service & office administration with reputed companies in India.

· Qualified with Master Degree in Computer Science Engineering &
 Bachelor Degree in Information Technology from India.
· Have excellent communication skills in English / Urdu and Hindi.

· Strongly commercial; and can handle multiple countries with a divorce workforce.

· Can work under pressure & meet deadlines.

· Well organized, systems oriented & have a strong attention to details

· Efficient, smart, reliable and hardworking

· Can handle multiple tasks effectively and very much flexible with time. 

· Possesses excellent organizational skills and can work well independently. 

· Adherence to deadlines without sacrificing quality of output.

· Prioritization of work and perfect time management.

· Expert in interdepartmental liaison and coordination.

· Faultless maintenance of reminders and follow-up systems

· Excellent leadership qualities.

	Employment History


Customer Service cum Coordinator, M/s. Fantasy Solution, India (From Oct 2016 to  Oct 2017)
Office Assistant, M/s. Infolink, India (From July 2015 to August 2016) 

Customer Service

· Assist and advise customers in the utilization of services & facilities.

· Provide routine information and support to customers of services; schedule activities.

· Answer questions and resolve or refer day-to-day patron problems and concerns. 

· Inspect facilities to ensure patron and employee safety. 

· Update Customer Service Staff with all new details and information.

· Implementing customer services policies and procedures for the department.

· Supervise all subordinate telephone staff to ensure that all day to day operational matters are handled on time and guest expectations are met and exceeded.

· Handle and transfer all incoming calls according to the standards and procedures of the Company.
· Handle inquiries by providing appropriate information and following up to ensure completion.

· Ensure that guests’ expectations are met or exceeded by providing an efficient, friendly and attentive service.

· Update telephone guides in the computer system.

· Take and forward messages accurately and in a timely manner. 

· Log & handle customer complaints if possible, or reports them to supervisors.

· Assist in the maintenance of efficient administration preparing and submitting reports on time as directed.

· Promote teamwork and quality service through daily communication and coordination with other departments. Key departmental contacts include Housekeeping, Maintenance and Food and Beverage.

Office Administration
· Handle Telephone calls and messages

· Daily communication with front office Supervisor regarding booking arrivals and daily operation. 

· Maintain all the filling.

· Check daily arrival and departures.

· Arrange transport for airport pick and drop.

· Introducing an excellent level of services.
· Check in the guest in smooth way.
· Check the rooms before guest arrival.
· Arrange tours for the guest.

	Education


· M.E., (Computer Science and Engineering) 

College/University: A.V.C College of Engineering/Anna University Chennai.

Performance & Month/Year of Passing: 7.60 (CGPA) & June/2015.

· B.Tech., (Information Technology)

College/University: Annai College of Engineering & Technology/Anna University Chennai.

Performance & Month/Year of Passing: 7.50 (CGPA) & April/2013.

	Project Done


· B.Tech Project Title    : Secure Code Based Data Forwarding System in Cloud Storage.   

· M.E Project Title   :  A Novel ProofLess Public Key Encoding Scheme for Secure Information Sharing in Cloud Using Twin Image Steganography and Thumb Finger.      

 

	Computer skills


· MS-OFFICE
· Cisco Packet Tracer

· Operating Systems –Windows, Ubuntu

	Personal Information


Date of Birth
:
26-10-1990

Nationality
:
Indian

Marital   Status
:
Single

Languages
:
English, Hindi & Tamil

Current Visa Status
:
3 Months Tourist Visa Valid Up to 06.01.18[image: image1.png]
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