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VIRGIN MEDIA                   
SENIOR CUSTOMER SUPPORT OFFICER
JOB PURPOSE
· Develop a culture of customer satisfaction through immaculate timing and handling of complaints. Can work in a rapidly increasing fast paced environment to address customer issues submitted through telephone, E-mails or text messages.
SENIOR CUSTOMER SUPPORT OFFICER DUTIES
· Answer customer support messages through telephone or web promptly to enhance the customer service experience, patiently and attentively listen to customers and connect them with appropriate departments to address their needs.
· Accurately record and log interaction with customers and update account information in order to be able to easily retrieve the information to create reports for managements data. 
· Keep sensitive and financial records private and confidential.
· Can work with management to provide and maintain best practices for efficient communication with customers and staff.
· Remember and have knowledge of the companies updated rules and policies to address issues like faulty items, cancelled installations, bill enquiries and deal with frustrated customers.
· Address questions and be able to promote new products and promotions and meet regularly with team supervisors to give feedback to better the customer service response times and tools to improve staff experience.
· Willing to learn from management to properly apply company policy to customer solutions and satisfaction.
· Willing to help staff build up their sales and experience.
· Arrange workload for the day and make sure that services are all running smoothly.

  Think you have all the experience required and you are fit for the job then please apply with a Curriculum Vitae and covering letter by email to the email details below and please sate where you saw the advertisement.
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SENIOR CUSTOMER SUPPORT OFFICER


I am interested in applying for the position of a Senior Customer Support Officer at your prestigious company Virgin Media.
I believe this job role will be perfect for me as I am a highly skilled customer support officer with many years of expertise in this field. After interacting with customers face to face and over the phone, I am a fun-loving professional individual who has a genuine interest and have advanced knowledge and love dedicated my time in helping others.
I understand that at Virgin Media you welcome heartfelt service to the customers and like to keep them satisfied and I can assure you I can manage this efficiently
After working so many years in the customer service sector from all my previous jobs I have advanced knowledge and have a well-rounded set of skills like 
1. Immaculate problem-solving record
2. Can show empathy and deal with issues sensitively.
3. Very efficient and always manage to solve problems before the given time
4. Can work very well under pressure on my own or as a team
5. Can manage customers and colleagues and keep them happy
6. Highly organised with good time management skills.
7. Excellent communication and interpersonal skills –able to communicate with people at all levels.
These ae just a few of my skills
I am also involved in a lot of voluntary and charity work, so I am always interacting with people at different levels and am fluent in three foreign languages.
Please  review my attached curriculum vitae and if you require  any additional information or further clarification please do not hesitate to get in touch.  

Kind Regards 
Ripa Begum
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I am a positive thinking, confident and self-motivated individual, consistently working to the highest professional standards. I consider myself an articulate and diplomatic communicator plus an effective team player. An individual who has a creative approach to problem solving and excellent organisational skills. I have twenty-two years of experience of working in a Customer Service/Support role and have come across many difficult situations which I have been able to overcome.
OBJECTIVE
Iam looking to build on my existing skills within a suitably challenging role. I am keen to achieve further professional development.
EMPLOYMENT HISTORY
March 2006- present –MANAGEMENT ACCOUNTS
                                    Customer support officer
Royal Bank OF SCOTLAND, PRIORY HOUSE, BIRMINGHAM
· Processing bank statements accurately and efficiently
· Credit Control
· Inputting Data
· Transfer Applications
· Processing credit Searches
· Dealing with customers streamline fees
· Dealing with customers complaints and queries
· Processing foreign cheques
· Acquired and developed fast and accurate processing skills
· Great attention to detail
· Deal with customer queries and complaints over the phone.

· Oct 2002-Feb 2006 CUSTOMER SUPPORT OFFICER TELEWEST BROADBAND, SMALL HEATH BUSINESS PARK BIRMINGHAM
· Pre- call customers booked for installation
· Deal with inbound calls in a very busy call centre environment
· Deal with queries and complaints in a patient and professional manner
· Book in customer reschedules and cancellations
· Sort out colleague's workload for the day
· Deal with bill queries
· Meet targets set out each day

Oct 1998-Sept 2002   PHARMACY ASSISTANT BORDESLEY GREEN, BIRMINGHAM
· Serving customers and assisting with the smooth running of a busy chemist
· Helping customers by advising about a range of pharmaceutical products
· Operating the till and maintaining honesty and a high degree of accuracy
· Ensuring that the highest standards of customer service are always maintained
· Dealing with customer queries and complaints
· Acquired and developed excellent communication and customer service skills
· Maintained an excellent attendance and punctuality record
EDUCATION
SALTLEY SECONDARY SCHOOL: SEPT 1991-MAY 1996
Seven G.C.S.E gained from A-C including Maths, English and 
Science.
CADBURY COLLEGE: 
Three A levels in psychology, Sociology and English Literature
UNIVERSITY OF WALES: HEALTH AND SOCIAL CARE/ PART TIME JAN 2020 – PRESENT
INTERESTS AND HOBBIES
In my spare time I like to listen to music and enjoy doing activities with my children. I love socialising and like dining out. I am a people's person and always like to be around people having fun.
REFERENCES
Available on request





            
 
 
