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WORK EXPERIENCE

Teletech Ghana (Vodafone) Customer service representative (2011) to date
DUTIES
e Served customers by providing product and service information
e Resolving product and service problems
* Attracted potential customers by answering product and service questions
» Suggested information about other products and services.
e Maintained customer records by updating account information.

* Resolved product or service problems by clarifying the customer's complaint; determining
the cause of the problem; selecting and explaining the best solution to solve the problem;
expediting correction or adjustment; following up to ensure resolution.

¢ Maintained financial accounts by processing customer adjustments.

e Recommended potential products or services to management by collecting customer
information and analyzing customer needs.

e Prepared product or service reports by collecting and analyzing customer information.
e Contributed to team effort by accomplishing related results as needed.

e Conferred with customers by telephone or in person in order to provide information about
products and services, to take orders or cancel accounts, or to obtain details of complaints.

* Kept records of customer interactions and transactions, recording details of inquiries,
complaints, and comments, as well as actions taken.

* Resolved customers' service or billing complaints by performing activities such as
exchanging merchandise, refunding money, and adjusting bills.

¢ Checked to ensure that appropriate changes were made to resolve customers' problems.

¢ Contacted customers in order to respond to inquiries or to notify them of claim investigation
results and any planned adjustments.

e Referred unresolved customer grievances to designated departments for further
investigation.




image3.png
Eyez Entertainment (Personal Assistant to the C.E.0) 2009 to 2011
DUTIES
* Provided administrative support to the CEO

* Helped the CEO to make the best use of his time by dealing with secretarial and
administrative tasks.

e |was the CEO's first point of contact with people from both inside and outside the
organisation

* | devised and maintained office systems, including data management and filing
¢ Assisted in keeping up to date with the latest office gadgets and industry practices.
» sourced and ordered stationery and office equipment

* |arranged travel itenery, occasionally, travelling with the CEO to take notes at meetings and
to provide general assistance during presentations

¢ Screening phone calls, enquiries and requests, and handling them when appropriate

* Meeting and greeting visitors at all levels of seniority

¢ Organising and maintaining diaries and making appointments

* Dealing with incoming email and post, often corresponding on behalf of the CEO.

e Taking dictation and minutes at meetings;

e  Writing reports, executive summaries and newsletters,

e Carrying out background research on the internet and presenting findings

* Organising and attending meetings and ensuring the CEO is well prepared for meetings;

* |am capable of competently dealing with situations in my boss’s absence, and confident
enough to commission work on his behalf, Maintaining confidentiality

* |provided support for the CEO in his efforts to reach his targets and deliver on his strategic
goals.
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