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Professional Summary

Dedicated and customer-focused Customer Service Representative with a strong background in handling customer inquiries, resolving issues efficiently, and ensuring a high level of customer satisfaction. Skilled in communication, problem-solving, and multi-tasking in fast-paced environments. Proven ability to manage stakeholder expectations and contribute to process improvements for enhanced customer experiences.
 Education
Master of Business Administration 	
JNTU University         
                                               
Skills & Competencies
· 
· Excellent communication and interpersonal skills
· Strong problem-solving and conflict resolution
· Customer relationship management (CRM) tools
· Order processing and data entry
· Multitasking and time management
· Team collaboration and adaptability
· Proficient in Microsoft Office Suite & Google Workspace
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Professional Experience
Customer Service Representative (Contract)

Cutmirchi - Toronto, ON                                                                                     November 2022 – Present
· Assisted customers with inquiries, complaints, and order processing, ensuring prompt and accurate responses.
· Resolved customer issues effectively, leading to an increase in customer satisfaction ratings.
· Maintained detailed and accurate records of customer interactions in CRM systems.
· Processed transactions, returns, and exchanges in compliance with company policies.
· Collaborated with internal teams to address customer concerns and enhance service delivery.
· Spearheaded process improvements, reducing onboarding time by 20% through workflow enhancements.
· Conducted thorough quality assessments to ensure customer service excellence.
· Provided feedback to enhance team performance and improve resolution times.
· Assisted in streamlining processes to improve overall customer satisfaction.
· Advised job applicants on employment requirements, terms, and conditions of employment, ensuring clarity and transparency throughout the process.
· Initiated contact with potential applicants, effectively arranging and coordinating interview schedules with hiring managers.
· Collaborated in the organization and active participation of selection and examination boards, contributing to the thorough evaluation of candidates.

Relevant Volunteer Experience
Volunteer						                                             June 2024
Toronto Smartphone Film Festival

Front Desk & Backstage	 							 November 2023
Fashion Art Toronto


Awards & Achievements
· 2023& 2024 Best Employee of the Year.
· Planned, organized, and executed hiring events partnering with 12 local community organizations; facilitated and delivered presentations.
