PROFILE 
SUMMARY

Gulfjobseeker.com CV No: 105264
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Customer Support Representative
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To achieve professional excellence, job satisfaction and gain depth knowledge in the work area that favors both the organization and the self, and to pursue a challenging and rewarding career and excel myself by learning/updating new techniques and take up all opportunities to provide my best to the organization. 

	STRENGTHS
	+
Clear Communication Skills
	+
Goal Oriented Focus

	
	+
Time Management Skills
	+
Ability to use “Positive Language”

	
	+
Ability to “Read” Customers
	+
Performance Driven Team Player


	KEY QUALIFICATIONS
	Bachelor of Science in Information Technology
MS University, Tirunelveli, India
	2010


REQUIREMENTS
· 
Highly developed sense of integrity and commitment to customer satisfaction. 
· Demonstrated passion for excellence with respect to treating and caring for 

customers.
· Ability to communicate clearly and professionally, both verbally and in writing.
· Has "thick skin" and is able to handle complaints and unpleasant customers.
· Has a pleasant, patient and friendly attitude.
· Strong decision making and analytical abilities.
· Strong detail orientation and communication/listening skills.
· Willingness to work a flexible schedule and occasional overtime when needed.
· Possess a strong work ethic and team player mentality.
· Implemented LCT calculator which resulted Accuracy in the appointment and High Level Customer satisfaction.
· Process improvement projects to enhance customer satisfaction and productivity.
	RESPONSIBILITIES
	Customer Support Representative – Tata Consultancy Services, India
Jan 2012 – Sep 2014
Working as IT Service desk to provide maintenance of company’s IT environment by analyzing requirements, resolving problems and supporting the internal IT Helpdesk.

	

	· Successful transition of PSTN POD, Local Number Portability and Bundle Order Processing.
· Preparation of Daily/Monthly call and SLA Metrics to Operation Managers and Client Review.
· Review the POD end to end using web application.
· Process the calls using various ERP applications (Siebel, Legacy) within the SLA.
· Receive &make call to customer per business need.
· Implemented LCT calculator which resulted Accuracy in the appointment and High Level Customer satisfaction.
· Process improvement projects to enhance customer satisfaction and productivity.
· Professionally handle incoming requests from customers and ensure that issues are resolved both promptly and thoroughly.
· Thoroughly and efficiently gather customer information, access and fulfill customer needs, educate the customer where applicable to prevent the need for future contacts and document interactions through contact tracking.
· Troubleshoot customer issues over the phone.
· Maintain a balance between company policy and customer benefit in decision making. Handles issues in the best interest of both customer and company.
· Strong decision making and analytical abilities.

· Ensures and provides quality service to both internal and external customers.

	
	Process Associate - Lason India Pvt Ltd, India
	Mar 2011 – Dec 2011

	·  Using a variety of software tools, such as Microsoft Word, Outlook, Excel, Access, etc., to convert the word files to xml files by encoding xml codes.
· Performing the styling, coding with xml to change the word files.
· Auditing the converted xml files and shipping the files for the web designing tool.
· Performing the quality dashboard and maintaining monthy Quality records.
· Submitted monthly reports to senior management, consultants and customers.


CORE COMPETENCIES

Customer Service Representative
· Receives, processes and verifies the accuracy of orders from customers utilizing the organizations’s internal CRM/mainframe systems and customer purchase orders.

· Initiates required action for response to customer service requests for order changes, including the maintenance of order/customer information files and communicates changes to the appropriate personnel/departments.

· Ensures and provides quality service to both internal and external customers.

· Receives inquiries from and/or contacts the organization’s branch/regional offices to resolve a variety of order-related issues.

· Accesses the company’s internal systems to obtain and extract order information and provide customer service management with the data for inclusion in various scheduled and special reports.
· Performs assigned system maintenance to various electronic order files.

· Participates and provides expertise as a member of the customer service’s departmental team. The team's objectives are develop and recommend changes to existing methods and systems to increase the accuracy,

· efficiency and responsiveness of the customer service department as a whole.
Customer Support & Service Delivery
· Works with the organization’s other branch/regional offices to resolve problems, facilitate solutions and enhance customer service offerings.
· Prepares, generates and distributes daily reports and order acknowledgements to appropriate personnel.

· Responsible for notifying administration of any required updates of customer records on the organization’s internal database.

· Provides back-up support to other group members in the performance of job duties as required.

· Supports/participates in the organization’s Continuous Improvement Program.

· Answers customer inquiries/communications as required.

· Attends regular customer service departmental meetings.

DETAILS



PERSONAL�
Nationality Date of Birth�
:  Indian


:  14th May 1988�
�
�
�
�
�
�
Marital Status�
:  Single�
�
�
Visa Status�
:  Visit Visa�
�
�



Languages�
:  English, Hindi & Tamil (reading, writing and speaking skills)


:  Arabic (basic reading and writing knowledge)�
�
�
Reference�
:  Available upon request


�
�
		


			    Visa Expiry date           :  09/02/2015










