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	Bianca
Suleap

	Profile
Motivated person with exceptional customer service and engagement skills. Results-oriented professional with proven ability to anticipate needs, proactively address situations and mitigate conflicts. Strong calendar and scheduling management skills to prioritise, organise and maximise availability and project timelines.

CONTACT
PHONE NUMBER:
07455011674




EMAIL ADDRESS:
Curalet.bianca@gmail.com




HOBBIES
Crafting
Nutrition
Fitness
Hobby no. 4
	
	EDUCATION
University of Wales Trinity Saint David
Certificate of Higher Education in Business and Management
May.2020-May 2021

WORK EXPERIENCE
Manu Haulage LTD.  London, ENG
Personal Assistant 
May.2019-present
This is a part time work-from-home type of job.  
Skills and Accomplishments:
· Implemented and developed ongoing programme initiatives through communication and collaboration.
· Resolved customer queries through effective communication and providing a step-by-step solution.
· Increased production rate by using excellent time management and leadership skills throughout all tasks.
· Built and strengthened customer relationships by leveraging excellent interpersonal and communication skills.
RU MOBILE WESTFIELD ARIEL WAY LONDON 
Sales Assistant
April 2017-December 2018
Skills and Accomplishments:
· Managed efficient till operations, including scanning items, processing payments and issuing receipts.
· Won store sales competition for "Christmas" promotion, resulting in being recognised as "Sales Associate of the Month".
· Received and processed product returns.
· Accepted and processed cash, cheque, card and mobile payments.
· Fostered relationships with customers to expand customer base and enhance loyalty.


SKILLSand refunds Returns and refunds



	
	· Client Management
· Customer Service
· Ability to work under pressure
· Dedicated team player
· Punctual
· Multi-tasking strength
· Data Entry
· Punctual and Reliable








Bianca Suleap

134 SHENLEY LANE, BIRMINGHAM, WEST MIDLANS B29 4HA  
07455011674 | curalet.bianca@gmail.com

16 Feb. 21

Smart LTD.
Birmingham, Oldbury B69 4NA


Dear Mr. Nick Jones,

Please accept this letter as an expression of my interest in the Business Admin Apprentice position. I am a highly motivated and results-focused Personal Assistant with an established customer service background.
Throughout my career, I have perfected my costumer care skills and organisational skills. I am a capable and consistent problem-solver skilled at prioritising and managing projects leading to a successful result.
In my previous role, I contributed customer service, critical thinking, toward team efforts and business improvements. I am forward-thinking and in sync with new developments in the business administration field. I have proven to be effective and collaborative with strong motivation talents. I'm in my element managing projects where I can coordinate activities and achieve a positive feedback and satisfying results.
Please take a moment to review my CV. I would greatly appreciate the opportunity to speak with you regarding my application.
Thank you for your consideration.
Sincerely,
Bianca Suleap

Job description
The role will involve:


Managing our eBay and Amazon stores
Answering customer queries online
Responding to customer complaints online
Organising product returns from customers
Organising and dispatching the orders on time
Inputting data in excel spreadsheets
Generating monthly reports
Updating the product listings
Liaising with the warehouse team about packing the orders
Booking the orders with our couriers
Other tasks as required by the role Our ideal candidate lives near Oldbury and:
Has a professional approach and superb communication skills
Is excellent with computers and Excel spreadsheets
Has attention to detail
Has a passion for high performance
Is punctual and reliable
Can follow instructions and procedures Note: the customer service will all be online so there won't be any face to face customer service or telephone customer service.

Requirements

Excellent verbal and written communication 
Be computer literate, especially with Excel 
Ability to use own initiative 
Organisational Skills

Excellent verbal and written communication Be computer literate, especially with Excel Ability to use own initiative Organisational Skills
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