Sonia Isac
137 Church Lane, Aston, Birmingham, B6 5UG
Email: sonia.isac@hotmail.co.uk    Mob: 07913 652352


PERSONAL PROFILE

I am an articulate, presentable individual who can thrive in any fast paced environment. Being reliable and organised, I possess the ability and desire to exceed targets as well as maintaining the quality, with drive, ambition and determination. I am motivated by being a team player with a common goal, and who has extensive experience of working in a customer service environment and working to KPI’s. I enjoy the challenge of added responsibility to my job role, as I seek opportunities to enhance my skills set. I am an optimistic individual and I try to encourage people around me to share this positive attitude. I am very passionate about providing great customer service and would very much like to develop my self in this career.

KEY SKILLS & ATTRIBUTES

· Good team working, problem solving and communication skills.
· Ability to act on initiative with a confident outlook to job tasks.
· Experienced in handling difficult situations and customers.
· Calm under pressure with a focused attitude, good listening skills.
· Friendly, approachable, loving and caring personality.
· Positive, trustworthy, honest and reliable, genuine drive to succeed.
· IT Computer literate user in MS Windows, MS Office, Internet & Emails.
 
EMPLOYMENT HISTORY



2016 – Present             Last Move Lettings            Receptionist/Lettings Negotiator
➢ Advising clients about the letting process.
[bookmark: _GoBack]➢ Setting up viewings.
➢ Selecting responsible, reliable tenants.
➢ Preparing tenancy agreements and inventories.
➢ Making sure all aspects of the letting meet legal requirements.
➢ Advising on rents.
➢ Arranging for maintenance to be carried out.
➢ Working with a wide range of people, such as solicitors, builders, cleaners and suppliers.
➢ Handling any problems with the property.
➢ Keeping up to date with changes in the law related to lettings.
➢ Comprehensive knowledge of the local property and rental market.
➢ Coordinate property closings and overseeing document signing.

2015-2016            ATS Euromaster             Customer Service Advisor
· Answering incoming calls for both Individual and Corporate customers.
· Taking full details of the breakdown, establishing the drive’s entitlements and requirements.
· Great problem solving and reasoning skills and the ability to show empathy.
· Delivering a responsive, consistent and high quality telephone service using structured calls and accurate information.
· Taking inbound and making outbound phone calls to customers of commercial vehicles who are in breakdown situations.
· Advising the customer of a resolution and recovery times. 
· Pinpointing the customers location to make sure the recovery unit is able to get to the customer as soon as possible. 
· Inputting the information collected from the customer on the system. 
· Dispatching the information to the nearest breakdown centre available while maintaining a reasonable ETA. 
· Able to work under pressure and to deadlines.
· Always hitting and exceeding targets and KPI’s. 



2011 –  2013​ ​Peacocks Retail Store​​ ​Retail Assistant
➢ Retail customer service, served customers on shop floor, worked mainly as stock handler.
➢ Assisted customers in buying right item, stock handling, shelf replenishment, merchandising.
➢ Dealt with delivery stock, item scanning and labelling, arranged shop displays and cleaning.
➢ Identified missing or damaged stock, reported incidents to manager, followed health & safety.
➢ Provided retail advice & guidance on promotional offers, seasonal deals and discounts.
 

2010 – 2011​​​ ​Amir Foundation Charity​ Event​ Stall Trader
➢ Worked as a charity events stall trader selling foods, drinks and refreshments to customers.
➢ Prepared & sold cakes, hot & cold food, pick and mix food items, cash handling, arranged stock.


May 2011- October 2011 Synapse Learning Costumer service advisor
➢ Delivering a first class, professional customer service.
➢ Resolving customer enquires and complaints.
➢ Keeping administrative records up to date.
➢ Showing my excellent communication skills.
➢ Ability to remain calm when dealing with emotional, difficult or distressed customers.
 

EDUCATION & TRAINING
2005 – 2010​​​​ Handsworth Wood Girls’ School
NVQ Level 2 Diploma in Health & Social Care
GCSE’s in Maths (C), English (C), Science (C),
Applied Business Double Award (D) & Drama (Merit)
 
 
References available on request. 
