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CURRICULUM VITAE              
Manasvi 
manasvi.381036@2freemail.com  
CAREER OBJECTIVES:
To be a professional and to utilize my skills and knowledge to fulfill the requirements of the organization in customer service.
WORKING EXPERIENCES:

Company

:
Emrill Services L.L.C.





Dubai, U.A.E.

Duration

:
May 2010 to Jan 2014
Position

:
Ladies Camp Supervisor
Duties and Responsibilities:

· To maintain an up-to-date list of lady staffs residing in the ladies Village room wise and vacant bed spaces wise.
· To coordinate with the Asst. Manager / Village Office on all ladies’ accommodation related issues.

· Coordinate with First Aider for any medical related issue of the ladies’ staff.

· Coordinate with Transguard camp boss for maintenance/other land lord related issues.

· Preparation of daily, weekly and monthly reports and submission to clients. 

· Daily job allocation of the staff (House keeping. Out door cleaning,                                  

· To conduct tool box talks, on job trainings and site induction trainings.

· Monitoring of the daily activities carrying out by the staff.

· Attend the complaints related to cleaning and office Staff.

· To develop the strong relations with customers.

· To make the annual vacation plans.

· Preparation of time sheets on monthly Basis.

Company                      :             (PWD) Water Supply

Duration  

  :              1 Year

Position      

 :               Customer Care

Duties and Responsibilities:

· Writing ledgers and keeping them updated.
· Handling the customers for any types of quarries.

· Making hand bill for advance payment and late payment.

· Keeping the updated details of the months and years and making monthly demand and submitting to accounts department.

· Registering the files of new connections.

· Keeping good customer relation.

· Handling the cheques and depositing them in bank.

Company

:
LG Service Centre India
Duration

:
1 Year
Position

:
Customer Care
Duties and Responsibilities:

· Dealing with all types of customer and retailers.

· Giving the detail information of LG handset and terms and conditions.

· Handset under warranty having complains, registering it by logging online.

· Submitting daily details and complains to the head department with repair handsets.

· Building good customer relation.

Company

:
Nokia Care Centre





India
Duration

:
2 year
Position

:           Customer Care
Duties and Responsibilities:

· Handling customer with good and convincing communication.

· Being patience in dealing with all types of customer.

· Delivering the best service.

· Logging the complaints and handsets along with the details.

· Calling the customers after the handset or any problem being solved.

· Giving and updating the information about the handset and the customer care centre.

PERSONAL PROFILE:

· Having empathy and Understanding for the customer’s situation
· Working in the best interest of both customer and company

· Ability to talk in away the customer can understand

· Can develop a customer service policy

· Tactfully handling face –to-face enquiries from customer
· Keeping ahead of developments in customer service 

· Responding promptly to customer inquiries

· Keeping records of customer interactions and transactions

· Extensive knowledge of customer service principles and practices

· Tactful in conversations 

· Good with public relations

· Ability to work effectively as a part of a team or independent

· Hard working and self motivating team player

· Excellent planning and organization skills

· Strong communication and interaction skills

· Co-operative efficient and flexible

· Punctual focused and very dedicated to any task given

· Maintains observes honesty and loyalty

· Ability to have a strong customer focus

· Leadership abilities

· Strong communication skills

EDUCATIONAL QUALIFICATION:

· Passed S.S.C. through Goa Board

· Passed H.S.S.C. through Goa Board

· Passed Degree in Arts through Goa Board
TRAININGS:
· Basic Computer course for 6 months.
· Advance Diploma in Computer Application.
LANGUAGES:
English, Hindi, Marathi, Konkani, Nepali.
PERSONAL DETAILS:

Date of Birth
:
7th May 1985

Status

:
Married

Religion
:
Hindu

Nationality
:
Indian

PASSPORT  DETAILS:

Date of Issue
:
10th April 2015
Date of Expiry
:
09th April 2025
Place of Issue
:
Panaji, India
DECLARATION:

      I hereby certify that that the above information is true & correct according to the best of my knowledge & belief.


