	
AREAS OF EXPERTISE
Customer satisfaction

 Interpret customer feedback Call handling Managing Customer Data Customer service Listening to customers Managing expectations Telephone Etiquette Email handling Resolving problems
Interests and Hobbies
Painting, playing                           

 Chess, Caroms             

Extra-Curricular
 Activities

Participated in many events conducted in many   orphanages.

District player in shuttle cork.
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Personal Summary 
A motivated, resilient and compellingly persuasive individual who loves nothing more than helping customers resolve their problems or find things that they want. Having a professional appearance and a respectful, business-like manner, Hayley is a service orientated professional who is very confident when handling enquiries, complaints, and communications. She is a team player, who is able to work to timely demands and effectively manage multiple workloads. Right now she is looking for a suitable position with a company that has a unique spirit and which not only believes in giving people the freedom to do a great job, but will also supports them in achieving their future ambitions. 
Personal Skills

(Quick learner, resourceful, productive, and with good sense of humour.

(Comprehensive problem solving abilities.

(Hard worker while creative.

(Able to work independently, as a part of team, able to vaporize and grasp new things quickly
Educational Qualification

(Computer Engineering 2010, Korattymatha Technological Institute & ITC, Trissur, Kerala 

(Higher Secondary Holy cross in Kerala,

(SSLC,Holy cross in Kerala,( Matriculation )
IT Skill Sets

(Tools: MS Office package , open office suit  (Word, Excel, PowerPoint) 

(Visual Basic, HR PeopleSoft and working experience in Remedy Tool,

(Languages: Basic knowledge on HTML


	Personal Data:

Date of Birth : 11th Dec 1989

Sex                   : Female

Nationality       : Indian

Marital Status: Single

Languages

Known            : English,
                          Malayalam

                          Tamil

                          Telugu


	Working Experience
Abu Dhabi National Hotels Company (2014 to 2015 Present)

Designation    - Administrator cum  front office 
Duties: 
(Consistently praised by management for the quality and timeliness of reports, attention to detail, exemplary customer service delivery and team-player attitude
(Report to work for scheduled shift, on time and in uniform in accordance with company policy

(Provided comprehensive administration support to mangers and staff

(Scheduled and attended meeting, took minutes edited and distributed meeting minutes.

(Ordered supplies and acted as primary point of contact with vendors.

( Archiving paper files (and coordinating off site filing resources)
Vodafone Essar South Ltd. Chennai (2011 to 2013)

Designation    -Worked as HR
Roles and Responsibilities:

· Responsible for terminal benefits which include GTLI, EDLI, Gratuity, PAINS
· Effectively handling Provident Fund like Transferring PF A/c’s of employees from their previous employer to current employer, closing their PF A/c, preparing PF Monthly Returns and PF Annual Returns within the set SLA.
· Solely responsible in handling day today employee’s queries and sort out issues and concerns specific to employee benefits
· To tactfully coordinate and handle statutory audits.
· Preparing ESI monthly returns and filing the same in ESI office
· Volunteer regularly to participate in weekend recruitment drives for mutual benefit.
· Active member of the Joining formalities team.
· Generating employee id’s for the candidates who joins the organization and updating the beneficiary details in PeopleSoft
· Have fair knowledge in all HR processes & functions.



	
	Strength:
( A clear and confident telephone manner. 

( Ability to communicate effectively with a wide range of customers. 

( Proven aptitude for dealing with customer complaints. 

( Extensive knowledge of Microsoft Office, Excel and Lotus Notes. 

( Experience of working in a busy, inbound call center environment. 

( Dealing with customers Face to Face. 

( Fully aware of the importance of data security and relevant legislation. 

( Prospecting for sales leads. 

( Able to identify and act upon potential sales opportunities. 

References :  Provided on Request
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