Sonia

Sonia.92843@2freemail.com 

Objective


To work in a competent capacity in an organisation that offers a challenging environment and ample scope for growth

Professional Experience


1. Dubai Islamic Bank          
October 2008 - ongoing

Telesales Activation and Spend Unit Agent 

Job Profile:

· Part of team responsible for activation of credit cards 
·  Realising predetermined activation targets through telesales 
·  Acting as customer service agent and following up on all retail banking queries
2. The Gulf Today         
September 2006 - September 2008        

Receptionist and Switchboard Operator

Job Profile:

· Answer incoming telephone calls, both local and international, and transfer calls to the 
appropriate extension according to standard operating procedures 
· Efficiently take all necessary information in order to correctly pass on messages to senior 
staff as required
· Ensure all calls are dealt with in a prompt and professional manner
· Connect departmental, external local and international calls as requested by staff
· Maintain call register for all outgoing calls
· Deal with all calls in a pleasant manner irrespective of the nature of call 
· Act to resolve issues pertaining to customer complaints and ensure all such issues are 
duly notified to concerned authorities          

Education


January 2006 - ongoing        

Annamalai University         India

Bachelor of Arts (English Literature)

Languages


	Language 
	Fluency Level

	English
	Excellent written and spoken 

	Hindi
	Excellent written and spoken

	Malayalam
	Good spoken and written


