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	Objective:
	Seeking a position in customer service/customer service coordinator  where my extensive experience will be further developed and utilised

	Abilities

 SHAPE  \* MERGEFORMAT 




	Recent Achievements
	

	· Customer Service top performer of the month Dec. 2009 at Confidential  International
· Awarded Excellence in Customer Service for November   2010 at Confidential  International
· Top performer of the month in March, April and May 2011 at Confidential   International 
· Customer Service Employee of the 2nd Quarter 2012 at Confidential  International


	Career Snapshot
	


	Customer service 
	  Feb 2008 to Present    

	Confidential Logistics Co                                                                    
Leading courier and logistics company in the Middle  East



	           Duties:

· Giving quotations to clients and following up to get the business and executing shipments.

· Maintaining an up to date knowledge about Company products/services and procedures in order to be effective in our daily work.
· Providing clients with sufficient information on the industry’s products and how they can benefit from them.

· Ensuring close customer contact through email, telephone, fax etc.
· Developing existing and potential customers through leads identification, cold calling and business development activities.
· Tracking shipments and timely updates to clients and providing proof of deliveries through mail, fax, phone etc.
· Co-ordinate with Logistics team to ensure pick ups /deliveries are made as per schedules promised to clientele to avoid customer complaints. 
· Update the existing databases with changes and the status of each customer.
· Confirm validity of all associated documentation to ensure smooth movement of cargo from door to door. 
· Giving quotations to clients and following up to get the business and executing shipments

	

	Customer service representative/ telemarketer                                                                     
	Jan 2006-2008

	Kencall, Kenya 

Kenya’s first international contact centre and serves clients in the US, UK, and Kenya.



	    Duties:

· Handle heavy phone traffic in a professional, accurate, and efficient manner. 
· Maintain exemplary customer care behaviour, including attention to detail and an emphasis on follow-up. 
· Responsible for an equal share of customer support as determined by the number of people in the queue and reported in monthly statistics. 
· Follow strict adherence to telephone protocol in order to maximize call distribution throughout the customer service queue. 
· Attend to customers’ complaints and their explanation to the problem and attempt to troubleshoot it. Seek assistance of Technical Support, if appropriate; dispatch the call; log the complaint; alert other personnel, as required. Confirm customer account information. 
· Delivered prepared sales talks, describe products or services, in order to persuade potential customers to purchase a product or service
· Worked with new customers in the development of new accounts and the implementation of new systems.
· Transferred customer calls to appropriate staff and followed up on customer inquiries. 
· Built good relationship and track client feedback. 
· Generated customer thank you letters. Assisted in the training of new customer service representatives and associates. 
· Performed market research surveys on customer needs and requirements.

	

	Merchandiser/customer service
	2005

	Nestle food, Kenya

Fastest growing company in Africa with the high customer demand for their goods.



	     Duties:
· Introduce the new Nestle Drinking Chocolate to the customers. 
· Advise customers on the goodness of the product and its ingredients 
· Show customers how to prepare a delicious cup of Nestle Drinking Chocolate and sampling it 
· Compete with other beverage companies in terms of sales 


	EDUCATION & TRAININGS

	Diploma in business management

Kenya institute of management 


	Jan 2003 – Nov2003

	Certificate in computer applications 

Peket computer college, Kenya 


	Feb 2003-april 2003

	O Level Certificate

Banana hills high school


	1999-2002

	Kenya primary certificate
	1991-1998

	Excellence in Customer Service Training and Telephone Techniques.


	

	******************************************************************************************************

	· Nationality
          : Kenyan
· Marital Status
          : Single 

· Visa Status
          : Employment Visa

· Driving license             : Valid UAE driving licence 

· Languages
          : English & Swahili

· IT Skills

          : MS Office, Internet & E-mail applications

· Reference
          : Available upon request

**********************************************************************************************************
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Good team player and can work with people of various backgrounds and personalities 


Ability to adapt easily to various situations and open to new and various ideas. 


Good analytical and organizational skills 


Excellent communication and interpersonal skills 


Results oriented with ability to work well under pressure with minimum supervision 


Ability to contribute and work in a team environment


Highly productive in the use of MS office Office��
�









