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Bipin 
PROFILE
Self-reliant and enthusiastic professional with 4 years of experience in the field of customer service and receptionist. In-depth knowledge of customer service protocols and practices. Well-versed in providing assistance to clients in various aspects and troubleshooting arising problems. Determined to utilize and implement transferable skills and knowledge for working efficiently towards productivity.
EDUCATION
Higher Secondary Examination Board Nepal.
EXPERIENCE
Super Market
Kathmandu
Nepal.
Customer Service Associate
May
-2013 to Oct 2015
Responsibilities as Customer Service Associate
· Preparing customer inquiries by studying products, services, and customer service processes.
· Responding to customer inquiries by understanding inquiry; reviewing previous inquiries and responses; gathering and researching information; assembling and forwarding information; verifying customer's understanding of information and answer.
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Recording customer inquiries by documenting inquiry and response in customers' accounts.
Improving quality service by recommending improved processes; identifying new product and service applications.
Updating job knowledge by participating in educational opportunities.
Accomplishing customer service and organization mission by completing related results as needed.
Everest Hotel
Customer Service cum Receptionist
Kathmandu Nepal Feb-2012 to May 2013
Responsibilities as Customer Service cum Receptionist
· Listening to customers’ questions and concerns, and providing answers or responses.
· Providing information about products and services.
· Taking orders, calculate charges, and process billing or payments.
· Reviewing and making changes to customer accounts.
· Handling returns or complaints.
· Recording details of customer contacts and actions taken.
· Reviewing and selecting standard responses for answers or solutions.
· Referring customers to supervisors or more experienced employees.
· Welcoming visitors by greeting them, in person or on the telephone; answering or referring inquiries.
· Directing visitors by maintaining employee and department directories; giving instructions.
Special Skills
1. Communication.
2. Customer Service Orientation.
3. Teamwork.
4. Initiative.
5. Problem solving.
6. Technical Skills.
7. Judgment & Decision Making.
8. Coordination.
9. Flexibility.
10. Computer Skills.

Personal Background
Birthdate: 23 September, 1980 Birthplace: Nepal Nationality: Nepali Religion: Hindu
Language Spoken: Nepali, English, Hindi.
Visa Status: Tourist Visa (90 days)
PERSONAL STRENGTHS
Goal oriented and willing to work under pressure.
Good sense of responsibility.
Can easily adjust in a new environment.
Enthusiastic to learn new things.
Present people’s opinions positively.
Understands own limitation and openly discuses problem.
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