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 CAREER OBJECTIVE

To obtain a suitable position in a professional and dynamic organization which Promises bright growth opportunities and to contribute the best of my ability for the development of the organization.                                       

EDUCATIONAL QUALIFICATIONS

· Post Graduation level (M com) (University of calicut) in the year 2011
· Graduate level (B com) (University of calicut) in the year 2008

· Diploma in Indian and foriegn accounting completed from G-TEC computer education in the year 2009 

· Higher secondary school (Board of higher secondary education, Kerela  passed in the year 2007

· S.S.L.C (Board of Secondary education, kerela) in the year 2002          
WORK EXPERIENCE
1) 
    Designation
: 
Customer Service Executive

    Experience
: 
2 year
Responsibilities Handled

· Providing help and advice to customers using your organization’s products 

             or services.
· Communicating courteously with customers by telephone, email, letter and        

             Face to face.

· Handling customer complaints or any major incidents, such as a security  
             Issue or a customer being taken ill.
· Keeping accurate records of discussions or correspondence with  

             Customers.
· Developing feedback or complaints procedures for customers to use.
· Training staff to deliver a high standard of customer service
· Keeping ahead of developments in customer service by reading relevant  

             Journals, going to meetings and attending courses.

· Learning about organization’s products or services and keeping up to date  
             with changes
· Meeting with other managers to discuss possible improvements to 
             Customer service.
· Investigating and solving customers' problems, which may be complex or  
             Long-standing problems that have been passed on by customer service  

             assistants.
COMPUTER SKILLS
· Excellent MS office skills(Excel, Power point, Word)
· Tally

· Peach Tree

· DIFA

· Operating Systems: Windows98, 2000 & XP, Windows vista, Windows 7
 STRENGTHS

· Leadership

· Honest 

· Hardworking

PERSONAL QUALITIES
· Hardworking & Helpful

· Sincere interactive

HOBBIES
· Interact with people

· Reading Books

AREAS OF INTEREST 
· Teaching

· Office Assistant
DECLARATION

I hereby declare that all the information given above is accurate & true to the best of my knowledge.
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