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OSUSU
 Al Nahda, Sharjah,U.A.E

PERSONAL DATA:

Nationality

: Nigerian

Gender


: Female
Language

: English
Visa Status

: Tourist Visa
CAREER OBJECTIVE:
Obtain a position as customer service representative, where my customer relations experience can be fully utilized to improve customer satisfaction and promote the company’s brand name.
EMPLOYMENT HISTORY:
2014 – 2015:

Water Factory
Position: Customer Service Representative

Duties Assigned:
· Attract potential customers by answering product and service questions, suggesting information about other products and services.

· Open customer accounts by recording account information.

· Maintain customer records by updating account information.

· Resolve 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.

· Maintain financial accounts by processing customer adjustments.

· Recommend potential products or services to management by collecting customer information and analyzing customer needs.

· Prepare product or service reports by collecting and analyzing customer information.

· Answer calls professionally to provide information about products and services, take/ cancel orders, or obtain details of complaints.

· Keep records of customer interactions and transactions, recording details of inquiries, complaints, and comments, as well as actions taken. Process orders, forms and applications.

· Follow up to ensure that appropriate actions were taken on customers' requests.

· Refer unresolved customer grievances or special requests to designated departments for further investigation.
2013 – 2014:
                TERTIARY EDUCATION TRUST FUND (NYSC)
Position:  Public Relation/ Customer Service officer
Duties Assigned:

· Enter and retrieve information contained in computer databases using a keyboard, mouse, or trackball to update records, files and answer inquiries from guests. 

· Transmit information or documents using a computer, mail and Operate standard office equipment other than computers.
· To handle visitors in a professional way as per the standards set to ensure that every interaction with the gest is a quality experience.
· To understand and attending to special needs of visitors in a timely fashion, in order to meet and exceed there expectations.
· To provide technical/data support to gest most effectively and offer Loaner phones to visitors wherever applicable.
· Create and maintain computer- and paper-based filing and organization systems for records, reports, documents, etc. 

· Compile, copy, sort, and file records of office activities, business transactions, and other activities. Enter and locate work-related information using computers.
· Reviewed the national newspaper daily and developed newspaper reports.
· Coverage of TETFUND events within and outside the organization.
· Managed a record of all publications stored for easy access.
2010 – 2012:

The American University Of Nigeria
Position: Customer Service/Administrative Representative
Duties Assigned:
· Attracts potential customers by providing customer service to student and giving information about the school and services.

· Ensure good relationship between school and students.

· Resolves 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.

· Assisting and helping students with their needs.
· Communicating with and answering enquiries from media, individuals and other organizations, often via telephone and email.etc.
QUALIFICATIONS OBTAINED WITH DATES:
· Secondary School Leaving Certificate. NECO (2005)

· BSc - Communication And Multimedia (2013)

· NYSC – Certificate Of National Service (2014)

ESSENTIALS SKILLS & STRENGTH:
· Excellent communication skills and negotiation skill.
	· Good appearance, good attitude, proficient in Microsoft office suite, Customer relations experience and Admin skills.
	


· Ability to work with people in a group, to meet organizational needs.
· Can handle pressure and willing to undergo training.
· Good customer service skills.
· Creative in planning strategies and problem solving skills.
· Confident in working independently.
· Hardworking and Dedicated and good presentation and excellent personal organization.
· To be a good team leader.
COMPUTER SKILLS

· Ms. Word, Excel, Power Point, Internet (E-mail) and Access.
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