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JOB OBJECTIVE: Searching for a Customer Service Team Leader position in which to use my management and interpersonal skills to their fullest potential. 

WORK EXPERIANCE: 

Sales Team Leader, September 2013 –September 2015 
Sun and sand sports LLC. - DU, UAE

-Supervised store team, towards company given targets and standards. 
-Coordinated with the team on Asset Management and related policies and procedures. 
-Implemented and maintained customer service delivery model that ensured high degree of customer satisfaction. 
-Developed integrated procedures and systems. 
-Monitored and measured customer satisfaction through feedback and other appropriate methods. 
-Performed problem trend analyses and initiated action to improve policies, procedures, and store standards. 

Customer Service agent, April 2010- May 2012 
Hilton Worldwide- Colombo, Sri Lanka

-Generated monthly reports and distributed to appropriate internal customers. 
-Provided updates to the CRM (Client Relationship Management) database. 
-Participated in initiatives and responded to requests for help to contribute to team and department success. 
-Evaluated and modified job posting content to maximize relevant exposure. 
-Ensured support processes, documentation, and procedures are in place and tested for all new systems introduced. 
-Promoted collaboration with the front office teams to enable total customer satisfaction. 
-Handle the customer complaints in a professional manner and maintain an excellent customer relationship. 

SUMMARY OF QUALIFICATIONS: 

-Extensive experience in an IT customer service and helpdesk supervisory 
-Sound knowledge of hands-on desktop support, troubleshooting and resolving hardware, software, and integration issues 
-Deep knowledge of operations management and “people management” 
-Wide knowledge of principles and processes for providing customer service 
-Familiarity with customer needs assessment, quality standards for services, and customer satisfaction 
-Strong listening and telephone skills 
ACCADAMIC SKILLS:
-GCE O/L Examination: -2005- 3 A Grade Passes Including English , 4 B Grade Passes, 1 C Grade Pass and 1 S Grade Pass

-GCE A/L Examination: -2008- Advanced Level in Mathematics.

-Beginners Diploma in ICT (B. Dip. ICT) At IDM.

KEY SKILLS AND COMPETENCIES:
-Excellent telephone manner.

-Can offer a warm & friendly greeting to visitors.

-Smart, presentable appearance.

-Ensuring an efficient running and operation of the Reception Desk.

-Good organization and prioritization skills.

-Self motivated, proactive & hardworking.

-Ability to listen and anticipate.

-Fully aware of all Health & safety legislation relating to office work.

-Experience of arranging month end invoicing on the Fidelio System.

-Good IT skills Word, Excel, Email and Internet.

-Proficiency in Micros, Fidelio and Opera Systems 

-Accept and adhere to the need for strict confidentiality

	








