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OBJECTIVE

Affirming for personal growth and career building where my experience will be further developed and utilized to ensure organizational growth. I am a customer focused and articulate individual with real thirst to succeed and boast a demonstrated track of record of initiative, creativity and motivation. 
. 
CORE COMPETENCES

· Welcoming personality                                - Computer skills

· Proven customer service                               - Time management

· Retail sales experience                                 -  Negotiation skills

· Communication skills                                   - Presentable and organized

        -    Self confidence and fast learner                         - Team work and target driven                                                                                       

        -    Administrative and clerical procedures              - Presentable and organized                                                                                               

      -    Product knowledge and presentation              - Passion for selling

      -    Ability to build customer relationships                                                           

EXPERIENCE 
Archive Clerk/Customer Service 

Golden City Tourism-Dubai ( July 2013 to August 2014)

Responsibilities:


· Receives and attends to clients one on one in order to meet with their demands or inquiries thus, attaining customer satisfaction.

· Answers the telephone, takes and relays messages and responds to phone inquiries.

· Receives a variety of documents, data entry, document filing, and posts changes to permanent record books balancing the resulting figures against print-outs/tie-outs.

· Receives passport copies to apply for visas using the immigration website for visa application.

· Computes, records, and proofreads data and other information, such as records or reports.

· Organizes and maintains files of records and correspondence of both a routine and confidential nature.

· Receives payments and issues receipts with respect to the payments made by the clients.

Customer Sales Representative

Ladies Fashion Square-Douala (May 2011 – March 2013)

Responsibilities:

· Welcomes customers and make them feel comfortable to shop.

· Resolve customer complaints via phone, email, mail, or social media.

· Use telephones to reach out to customers and verify account information.

· Greet customers warmly and ascertain problem or reason for calling.

· Assist customers in making selections thus, building customer confidence with respect to opinions and suggestions.

· Assist with placement of orders, refunds, or exchanges.

· Take payment information and other pertinent information such as addresses
           and phone numbers                   

· Answer questions about warranties or terms of sale.

· Working within established guidelines and targets, particularly with brands.

· Suggest solutions when a product malfunctions.

· Informs customer of deals and promotions.

· Work with customer service manager to ensure proper customer service is 

           being delivered.


Cashier/Sales Associate

Arno Group – Douala (February 2009– March 2011)

Responsibilities:

· Greets customers entering the shop.

· Receives payments

· Issues receipts, refunds, credits or change due to customers.

· Forwards bills while establishing excellent communication  with customers on payment issues

· Checking daily cash accounts 

· Establishes and identifies prices of goods, services or admission and tabulates bills using calculators, cash registers or optical price scanners.

· Uses telephones to reach out to customers and verify account information.

· Resolves customer complaints via phone, email, mail, or social media.

· Stocks shelves with merchandise and attaching price tags to merchandise

· Assists customers in making selections thus, building customer confidence with respect to opinions and suggestions.

· Informs customers of deals and promotions.

LANGUAGE PROFICIENCY 

ENGLISH
:
Excellent, (verbal and written)

FRENCH
:
Fluent, (verbal and written)

EDUCATION 


·  BA

·  Advance Level Certificate 

·  Ordinary Level Certificate

·  Diploma in Global Distribution System, Airline passenger Service      and Cargo Skills

