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Salmiya, KUWAIT
· Objectives

To work hard and to perform all the tasks provided to me and make good use of my skills and abilities in the benefit of the firm. I believe in adapting multiple roles as a person should always be ready to learn. 
Education

· SIKKIM MANIPAL UNIVERSITY
Currently doing my bachelors in Business Administration from the above mentioned university
· AL AMAL INDIAN SCHOOL
Completed my schooling from above mentioned school. Finished my CBSE in June 2010
Experience
Call Center Agent and Back Office Operator

TALABAT.COM (From 21st May’13 – till date)

·  Operator duties to include handling incoming & outgoing telephone calls, following up and corresponding with clients.

· Handle customer care incidents and correspond them accordingly with concerned parties.

· Perform updates, data entry and produce periodic reports on back office applications.

· Establish, update, and maintain office files. 

Customer Care Representative

ViVA TELECOM KUWAIT ( From 8th Jan’12 till 22th Apr 2013 )
· To deal directly with customers either over the phone, electronically or face to face.

· To give consult, handle requests, resolve complaints, and respond promptly to customers.

· To perform customer verifications, process orders, forms and application.

· Transfer customers with unresolved issues and direct requests to designated resources.

· Investigate what products a customer may need and offer products that customer may potentially purchase

· Sell and up sell products and services

· Master all products, services and offers the company has and explain each one as requested by a customer

· Keep track and record customer transactions and interactions

· Manage customer files and accounts
Experience
ADMIN ASSITANT 
Kuwait National English School ( 5th Nov – 4th Dec )
· Take part in all the deliberations, conferences, seminars and meetings to collect the ingredients of substantial information’s.

· File the reports by collecting contents needed to furnish to the media for publicity.

· Prepare the budget to be spent on arranging the conferences & Tasks.

· Attend all the telephone calls and provide solution.

· Maintain transparency of all the departmental works executed.

· Coordinated with the people from other department and checked the mails on the behalf of the manager.

· Generated and forwarded the invoices on manager's behalf.

· Maintain the client files and deposit bank slip.

· Provide clear, effective, timely and constructive feedback to management.

· Serve as secretary to the assigned supervisor, greet visitors and answer telephone, provide information, keyboard correspondence and related matters, prepare and maintain files and records.

· Prepare general correspondences, memorandums, reports, schedules, purchase orders and other materials from rough draft, copy, marginal notes or verbal instruction.
Skills

· Social Media (Facebook, Twitter, Instagram)

· Creative, energetic feeling and thinking.

· Strong language skill and self taught skills.

· Work well independently and as a team.

· Humorous and assertive, punctual, reliable oriented and efficient.

· Very quick learner.
· Sound judgment and good business sense. 

· Team working ability.

· The ability to build relationships with clients quickly. 

· Analytical and problem-solving skills.

IT Skills

· Microsoft Word 2007

· Microsoft Excel 2007

· Microsoft PowerPoint 2007

· Microsoft Outlook 2007 

· Data Entry (English)
Languages

· English: Spoken, Written And Reading (EXCELLENT)
· Arabic: Spoken (GOOD)
Personal Information

· Birth date:      21 October 1993
· Nationality:    Pakistan
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