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Objective: 

To venture for a career that would enable my employer to attain lasting competitive advantage in a business environment and strengthen my career with my skills & ability to work hard.

Skills and Qualifications:

· 6 years of customer service and back office coordinator

· Extremely productive in a high volume, high stress, environment 

· Proficient in the use of SAP and CAFE

· Highly productive in the use of Office 2000 Professional 

· Self-starter with a can do attitude

· Creative, resourceful , very organized and self-started / Excellent customer service skills

· Proficient in English and intercommunication skills

· Strong ability to respond to common inquiries or complaints from clients.

· Systematic and can work with less supervision

· Exceptional ability to work well in a team and individual

· Consistently maintain a positive attitude and enjoy helping people.

Personal Strengths:

· Can manage conflicts and solve problems with courteousness & patience.

· Can effectively work under pressure.

· Quickly adaptable with change.

· Typing Skills – 35wpm

· Proficient in MS- Office 2000, MS Access, HTML & DHTML, Tally 7.2.
Working Experiences:
techserve 

November 2011-Till date

CUSTOMER CARE REPRSENTATIVE/ BACK OFFICE COORDINATOR
Duties & Responsibilities:

· Attending Customers.

· Using “SAP” systems to prepare the work order of unit as well update the customer with status inquiry of the unit.

· Providing a good level of customer service.

· Answering customer queries receiving orders.

· Acknowledge and appropriately greet and assist every customer in a timely manner.

· Process customer orders in a courteous, efficient and timely manner.

· Organize workflow to meet customer deadlines.

· Effectively present and discuss the products and services of the company, soliciting

· only those desired products/services provided by the company and its vendors to

· current and prospective customers in a way that conveys an image of quality,

· Integrity and superior understanding and delivery of customer needs.

· Manage telephone calls professionally, efficiently and with good communicationskills.

· Attend to customer questions, complaints and concerns immediately, and facilitate satisfactory resolution.

· Understand and appropriately use the company pricing system and policies.

· Review estimates and invoices for accuracyComfortable working to targets, often in a stressful environment.

· Follow up with customer to ensure resolution and satisfaction. 

· Ability to multi-task. Keep the working environment neat, clean, and orderly.

Additional Responsibilities as a Coordinator:
· Communicate with clients and vendors to make sure work has been completed in atimely and cost-effective manner to ensure client satisfaction.
· Provide estimates and quotes to clients for various signage / lighting repairs and replacements.

· Handle emergency situations as they arise and provide immediate service as needed

· Proficient in English and intercommunication skills

· Strong ability to respond to common inquiries or complaints from clients.

· Strong skills in time management, prioritizing tasks, and meeting deadlines.

· Consistently maintain a positive attitude and enjoy helping people.
· Support Customer Sales through service, education, and effective problem solving.

· Involve appropriate team members as needed.

· Support strategic sales plan and marketing strategies outlined by the sales team.
NOKIA CARE

CUSTOMER CARE REPRESENTIVE/RECEPTIONIST/BACK OFFICE COORDINATOR
September 2009-November 2011

Duties & Responsibilities:

· Attending Customers.

· Using “SAP” systems to prepare the work order of unit as well update the customer with status inquiry of the unit.

· Providing a good level of customer service.

· Answering customer queries receiving orders.

· Hearing customer complaints.

· Recording reports of technical faults. 

· Basic administrative duties during periods of low call volume.

· Maintains confidentiality and protects sensitive data at all times.

· Logging each call, and taking notes as they talk to the customers.

· Taking customers through a security process to access their personal information. 

· Advising whether products are in stock and giving estimated delivery dates. 

· Resolving problems, possibly of a technical nature or regarding service delivery. 

· Proactively phoning customers to promote or sell a service. 

· Providing information or guidance.

· Comfortable working to targets, often in a stressful environment.

· Able to work on their own. 

· Able to pay attention to detail. 

· Follow up with customer to ensure resolution and satisfaction.
· Ability to multi-task. Keep the working environment neat, clean, and orderly.

CAMPUS EDUCATIONAL INSTITUTE, KARAMA

(JANUARY 2009- AUGUST 2009)

SECRETARY CUM RECEPTIONIST

Duties & Responsibilities:

· Worked as a PA to the MD of the company cum Office secretary. 

· Responsible for the secretarial work with routine Administration activities.

· Actively involved in scheduling meetings, filing and photocopying and working to support the agents in providing customer service. 

· Taking attendance of the staff and generating attendance reports

· Answering the calls, and handling the visitors.

· Taking care of the Admissions with payment reception.

· Follow up with the students for the fee collection.

· Monitoring the classes every hour and taking the report from the teachers.

· Regular office correspondence and replying to the enquiries.
JESSON INSURANCE BROKERAGE (Santa Cruz, Mumbai)

(JULY 2006- OCTOBER 2007
)

FRONTLINE ADMINISTRATION

Duties & Responsibilities:

· Responsible for the smooth Functioning of entire gamut of Administration activities.

· Actively involved in scheduling meetings, opening and distributing mail to the various agents that work in the office, doing office filing and photocopying and working to support the agents in providing customer service. 

· Provide follow-up calls to clients and also working closely with agents to ensure all paperwork is correctly entered into customer files and databases on the computers.

· Answering phones, taking messages, transferring information and providing basic answers to some insurance questions or questions about the services the office offers. 

· Data entry by computer or by hard-copy files. 

· Billing, handling payments, invoicing clients and balancing the daily ledger or bank deposit and statement. Overseeing the day-to-day operation of the office from inventory supervision and ordering through to working with outside services for repairs or maintenance.
EDUCATINAL QUALIFICATION:

· BACHELORE IN COMMERCE (2005) VIJAYA COLLEGE, Mulky, MANGALORE, KARNATAKA. 

· WEB DESINGING

· TALLY 7.2 & MS OFFICE 2000

