Stephen otema
Stephen.rose5526@gmail.com
078926009776

Dear Mr/Miss 
I wish to apply for the role of senior administrator currently being advertise on indeed, as you can see from my CV, I have over 3 years of experience in the industry and I believe that I aim a great deal that can be added on the company, and during this time make the right candidate for the role. In my current role as an admin supper officer, I have been responsible for overseeing the influx of email and contact over the phone of all the tenants of the borough of Croydon and resolving their enquires and difficult challenges in a timely manner.
All of this coupled with my enthusiasm and dedication determination to broaden my skills and experience. 
I am confident that I can bring this level of success with me to your organisations and help the tenants of the borough, build my reputation as senior admin officer. With my previous experience and expertise, I believe my contribution will have a better outcome for the tenants and the company
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Management Diploma Pitman training 19Park St, CR0 1YD Croydon London 09/2018     02/2021
Excel
· 
· Sage 50 accounts
· Word
· Outlook
· PowerPoint
· Communication in an organization
· Different leadership attribute and skills
· HR essentials
· Business accounts
· Personalities, profiles, and plans
· Time management
· Introduction to business structure and law
· Marketing essentials



Technical tourism college | ITT G. Marcora Via Marcora, 109 - 20010 Inveruno (MI) Italy
09/2015 – 06/2018
Skills acquired:  


· Italian language and literature
· History of citizenship and constitution
· English language
· Law and economics
· Earth science and biology 
· Physical education and sports
· Religion
· Integrated science (Physic)
· Integrated science (Chemistry)
· Geography
· Maths
· Business administration
· Marketing and communication
· Computer technology 
· Second community language (English)
· Foreign language (French)
· Business tourism disciplines
· Art and territory
· Civics
· Law and legislation 
· 

· 
	
	Experience



Admin Support officer – Repairs Department | London Borough of Croydon council, Bernard Weatherill House, 8 Mint Walk, Croydon CR0 1EA - 05/2023 – 12/2025
· [bookmark: _GoBack]Resolve a wide range of customer service queries via the telephone, message, and emails. 
·  Manage the resolution of customer complaints/issues within areas of expertise, via the CRM complaints system responding to stage 1 complaints, confirming receipt and a response date. Escalating the complaint to the correct levels, prior to it reaching stage 2 ombudsmen. 
· Arrange and prioritise tenancy repairs within the local community. 
· Use IT systems to diagnose repair issues, update customers, book appointments and ensure a speedy resolution to our customers.
· [bookmark: _Int_2G5QhP1O]Work as part of a team to address housing queries, using the position as a gateway to the rest of the housing directorate, to achieve the correct outcome for the tenant.  Log customer issues and complaints, setting up service requests to address outstanding works and delays to incomplete repairs.
· Meet KPIs and deliver an excellent service standard consistently. 
· Help the council to achieve the main goal in building a strong communicative relationship, with the tenants of Croydon council. 
· Subject matter expert, who provides colleagues and new starters with training, invaluable support, and learning tools to complete the jobs effectively.
· Deliver training to the wider team on how to use processes and systems for role. 
· Create effective documents and step-by-step guidance on NEC procedures. 
· Works under pressure, handling multiple queries and responsibilities while on the operational call centre floor.

Administrator | Rayan Jayberg St Georges Square, St Georges Court 4, High St, New Malden KT3 4HG - 02/2022 – 03/2023
· Receiving service calls from the clients.
· Updating the Service Management computer system.
·  Allocating calls to the Service engineers.
·  Maintaining communication between the clients and the Service engineers.
·  Maintaining and keeping up to date the computer services management system.
·  Ensuring continuity of service and the full employment of engineers.
·  Keeping service department records and engineer’s movements.
·  Maintaining part liaison between engineers, stores, suppliers, and clients.
·  Maintaining maintenance contracts and all continuity of work between Service engineers, the clients, and the Company.
·  Arranging ‘case clean’ and ‘return maintenance’ programmes.
·  Developing matrix appertaining to Service Maintenance contracts.
·  Recording, sorting, filing, filing and maintaining accuracy of all administration and paperwork.
·  To comply with the Company’s Health & Safety, Environmental and ISO processes, and procedures.
·  To promote the Company’s image in a professional manner






