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Fozeea Jabeen
fozeeaj@gmail.com | 07383992819 | 74 Court Farm Road, Birmingham, West Midlands, B23 5NE 
 	  Summary  	
Highly-enthusiastic Client Service professional with 15 years of experience. Well-versed in financial and banking products, services and consumer trends. Skilled in both individual and team roles, with expertise in training and mentoring new staff on company objectives.
 	  Experience  	
Senior Customer Service Advisor | Al Rayan Bank - Birmingham, West Midlands | 06/2005 - Current
· Oversaw administration of quality customer service to drive revenue by devising policies for process implementation.
· Developed rapport with customer by handling difficult issues with professionalism.
· Customer service team members to provide exceptional service in every encounter.
· Elevated customer satisfaction ratings by efficiently resolving issues.
· Mentored junior team members and managed employee relationships.
· Diminished financial discrepancies and managed monetary transactions, including deposits and credit card transactions.
· Improved service quality and increased sales by developing strong knowledge of company's products and services.
· Distributed information on accounts, insurance plans and diverse funds.
· Identified client financial goals and risk tolerance to recommended appropriate products.
· Counselled clients on financial matters and provide recommendations investment opportunities, products, and services based on client needs and asset availability.
· Maintained excellent standards of service through impeccable attention to detail.
Receptionist Administrator | Onkar Opticians - Birmingham, West Midlands | 05/2003 - 06/2005
· Liaised with customers, addressed inquiries, handled meeting requests and answer billing questions to provide outstanding customer care.
· Increased office organisation by developing more efficient filing system and customer database protocols.
· Elevated customer satisfaction ratings by resolving client and case issues effectively.
· Scheduled appointments and maintained master calendar.
· Managed office inventory and placed new supply orders.
· Received consistently positive feedback for customer service, continually working with energy and enthusiasm.
· Maintained excellent standards of service through impeccable attention to detail.
· Developed expertise and knowledge in patient queries to ensure consistent and efficient delivery.
Receptionist Evening   | Ibis Hotel - Birmingham, West Midlands | 05/2003 - 06/2005
· Responded immediately to clients' questions, issues and complaints, and found effective solutions when required.
· Took payments via credit and debit cards and handled all sensitive information with professionalism and discretion.
· Handled the travel arrangements for groups, couples, executives and clients with special needs.
· Managed service disruptions efficiently by effective use of computer logs, maintaining smooth business running.
· Greeted hotel guests, providing excellent first impressions through exceptional service.
· Fare welled customers in a polite, professional manner, maintaining positive impressions of ibis.
· Resolved customer disputes in a timely manner, ensuring positive outcomes for maximum satisfaction.
· Posted room charges such as food, alcohol and telephone calls based on individual customer actions.
 	  Skills  	
	· Accurate data input
· Polite telephone manner
· Proactive
· Customer-focused
· Efficient time management skills
· Effective cash handling
· Clear communicator
	· Outstanding customer service
· Dispute resolution abilities
· Administrative skills
· Careful and active listener
· Committed to team success
· Quality assurance controls
· Sharp problem solver


 	  Education  	
Hong Kong | Tai Po | 1997 
HKCE (secondary board exam): Secondary board exam
 	  Certifications  	
· Computer Diploma
· Typing Diploma
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74 Court Farm Road, Birmingham, West Midlands, B23 5NE 
Mobile: 07383992819 - fozeeaj@gmail.com 21st October 2020
Surrey and Sussex Healthcare NHS Trust
Redhill, Surrey RH1 5RH
01737 768511
sash.pals@nhs.net
RE: Level 2 Customer Service Apprentice
Dear Admin 
As an experienced Customer Service advisor who has worked for 15 years in this role, the posting for Level 2 Customer Service Apprentice with NHS caught my interest. While reviewing the job specifications and the set of requirements, as well as your website, I was very eager to apply as my qualifications and personal traits are aligned with your requirements.
I bring a set of skills that I believe will be valuable to the Hospital. In my previous Customer Service role for 15 years, I efficiently demonstrated my abilities in this sector, providing an excellent foundation base and preparation for the Level 2 Customer Service Apprentice position. My communication skills, people-centric nature and enthusiasm has provided me excellent time management skills.
 
I am yearning to contribute my skills in teamwork towards your team at the hospital. As somebody who can demonstrate a proven track record, my focus on building strong professional relationships has been a very valuable asset throughout my career.
Working in a healthcare team would enable me to offer my personal skills that I attained over the years of a similar direct people facing role. The 2019 CQC report that the hospital received gave me very strong motivation to apply as the quality of customer care and service was excellent. Please kindly do give an opportunity to review my CV for a thorough view of my work history. I am looking forward to scheduling an interview at your convenience. I'm hoping to discuss how my personal profile, skills and previous work history would fit the Level 2 Customer Service Apprentice role.  
 
Thank you for your time and consideration 
Yours sincerely,
Fozeea Jabeen
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Job Specification
Level 2 Customer Service Apprentice (Medical Education department)
Surrey and Sussex Healthcare NHS Trust (East Surrey Hospital)
-
Redhill
£19,039 a year - Full-time, Apprenticeship
Apply with Indeed
We are looking for an enthusiastic and motivated person to work in the postgraduate medical education team, based in the human resources division.
This is an apprentice position and full training will be given to the right candidate to achieve the Level 2 Customer Services Practitioner apprenticeship.
Duties include:
1. Support the deputy medical education manager in the preparation of the induction programmes for all new junior doctors, ensuring that all the information is updated on a regular basis
2. Assist the administrators/DMEM in the annual updates of the electronic specialty handbooks
3. Ensure that there are identification photos for all trainee doctors and that they are uploaded on to the computer for use for ward information, and local faculty group (LFG) presentations
4. Assist the medical education administrators with updating the LFG trainee details, ensuring that rotational placements are current
5. Regular checking of e-portfolios, and assist in the preparation of reports for meetings
6. Prepare LFG documentation (printing) for medical education administrators as required
7. Assist with the organisation of learning/tutorial schedules for all doctors in training, as required
· Ensure attendance registers are put out and collate data on attendance at these tutorial sessions, bleeping to remind doctors of the sessions and monitor reasons for non attendance assist with holding bleeps during this protected teaching time
9. Ensure distribution and collection of feedback forms from learning events /tutorial sessions –assisting the medical education administrators with the production of reports as requested
10. Prepare certificates for courses
11. Ensure PGEC noticeboards are kept updated with learning events.
12. Assist with the distribution of teaching/training information around the Trust
13. Cover reception duties as required, including managing face to face enquiries, answering telephone queries and assisting with the setting up and closing of rooms
14. Assist with the organisation of other meetings on a daily basis and assist with the administration processes required for each room booking
15. Order catering and refreshments for all internal & external meeting
16. All filing must be completed in a timely manner so as not to create a back log
17. Assist colleagues with photocopying and other duties as and when required
18. Assist the study leave co-ordinators with the data input, scanning and timely processing of study leave applications
19. Assist with the booking and co-ordination of on-site medical student accommodation
20. Undertake any other duties as reasonably requested by the deputy medical education manager, strategic medical education manager or director of medical education
21. To work as an integral member of the medical education team, providing cover for colleagues as and when necessary
Training Provided
· Level 2 Customer Service Practitioner
· Functional Skills Qualification in English (Level 1)
· Functional Skills qualification in Information and Communication Technology (Level 1)
· Personal Learning & Thinking Skills
· Employment Rights & Responsibilities
Expected duration: 13 months
Please apply for this role using the following link:
https://surreyandsussex.nhs.uk/working-for-us/current-vacancies/#!/job/UK/Surrey/Redhill/Surrey_Sussex_Healthcare_NHS_Trust/Apprenticeship/Apprenticeship-v2717772?_ts=254
Application deadline: 02/11/2020
Job Types: Full-time, Apprenticeship
Salary: £19,039.00 per year
Schedule:
· 8 hour shift
Experience:
· customer service: 1 year (Preferred)
Education:
· GCSE or equivalent (Required)
Work remotely:
· No
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