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				      07954 089068
			      ayshaaakthar@gmail.com


PERSONAL PROFILE

An experienced Customer Services Executive with many years of invaluable experience working in the Customer Support Departments of leading UK companies. Highly focused with a comprehensive knowledge of how to maintain a professional, helpful and courteous relationship with customers.

Having an enthusiastic and positive attitude and working hard to ensure that customers receive an excellent level of service whilst at the same time ensuring the highest level of sales for the company. 

Presently looking for a Customer Services position with a reputable company.

CAREER HISTORY

UNDAAL EXPRESS 

Manager – May 2019 to June 2020

Meeting and greeting customers, making them feel welcomed and provide excellent customer service, engage in conversation. Manage the staff rota and maintain a good professional relationship with my staff and my suppliers.
Re order stock and complete the end of day banking.
Making sure all staff members comply with health and safety regulations and use appropriate clothing/equipment for the daily task.

DUTIES

· Meet and greet customers.
· Taking bookings over face to face, over the phone and online.
· Re order stock.
· Manage staff rota.
· Cash handling.
· Making sure all members comply with the Health and Safety rules.
· End of day cash handling.



DHL – CUSTOMER SERVICE EAST MIDLANDS AIRPORT

Inbound Customer Service Agent – September 2018 to May 2019

Frontline customer service agent, taking inbound calls approximately 80/90 calls per day, assisting with customer queries, taking booking calls and tracking shipments. Listening to customer requests and matching their needs to provide first class service. Exceeding daily targets on a regular basis and promoting additional services to customers to increase revenue, flexible with working hours, a great team player and very ambitious.

DUTIES

· Taking inbound calls for booking and tracking shipments.
· Through conversation identify opportunities to upsell products and services.
· Exceed daily targets set by Manager.
· Open accounts for customers.
· Use word and excel on a daily basis to monitor performance.

CAFE MASH – LOUGHBOROUGH

Manager – May 2013 to May 2018

[bookmark: _GoBack]Providing advice to customers on catering requirements, arranging group bookings for events such as birthdays, hen parties and Christmas parties. Making sure all staff members are briefed on a daily basis and ensuring excellent level of service is provided to our customers. Taking orders, liaising with suppliers and maintaining a professional relationship at all times, asking for recommendations.

DUTIES

· Dealing with customer enquiries face to face and over the phone.
· Ensuring that a customer’s problem is brought to a satisfactory conclusion.
· Collecting and analysing data to ensure to monitor the level of customer service.
· Making sure that all Health and Safety procedures are adhered to.
· Completing all administrative tasks and updating records.
· Taking bookings over the phone and online.
· Using Word and Excel to create invoices.
· Promoting special offers on set meals such as buy 1 meal and get 1 meal half price to maximise sales and profitable business.

BENGAL LOUNGE – NOTTINGHAM

Manager – January 2012 to April 2013

Dealing with customers face to face and over the phone, liaising with suppliers, managing stock control, planning rota. Arranging group bookings for clients and making sure every customer receives excellent service. 

DUTIES

· Managing staff and planning rota.
· Stock control.
· Adhere to Health and Safety policy.
· Completing administrative tasks.
· Carry out surveys to improve customer service.

NEXT HEAD OFFICE – LEICESTER

Customer Services Executive – December 2008 to December 2011

Working as part of a busy and dynamic contact centre. Answering telephone calls within a 15 second time frame. Greet customers, listening to their enquiries, matching their needs to their requirements and identifying opportunities to upsell and open accounts for customers. Monitor and drive own performance by breaking down monthly target to weekly and daily to give a better understanding of what is required to exceed my sales.

DUTIES

· Greeting customers, being polite and helpful.
· Handle customer complaints and objections.
· Monitor and exceed monthly target.
· Promoting additional products to customers, explaining features and benefits.
· Re-directing phone calls to appropriate departments.
· Contributed to and participated in team meetings and activities.
· Logged enquiries and resolutions on a database.


KEY COMPETENCIES AND SKILLS

PROFESSIONAL

· Understanding of and commitment to the implementation of equal opportunities.
· Knowledge of Health and Safety issues.
· Developing customer service procedures, policies and standards.
· Extensive knowledge of call logging software.
· Experience of Microsoft software such as Word, Excel and PowerPoint.
· Making recommendations to Management to improve customer service.
· Able to train, monitor and supervise junior members or new staff.
· Experience in managing staff, planning rota taking into account holidays and sickness.
· Built excellent rapport with suppliers from the catering trade.

PERSONAL

· A good level of written and verbal communication skills.
· Able to quickly gain extensive knowledge of a company products and services.
· Possessing a confident and articulate telephone manner.
· Adaptive to change and ability to multi-task.
· Able to work as part of a team in a busy telephony environment.
· Committed to promoting high quality standards at all times.
· Flexible and adaptable.
· Ability to stay calm under pressure.
· Able to react quickly and effectively when dealing with challenging situations.


ACADEMIC QUALIFICATIONS

LOUGHBOROUGH COLLEGE 1993

Business and Management – PASS

RAWLINS COMMUNITY COLLEGE 1992

GCSE’s:

Maths                    B
English                   B
Science                  B
Design                   C
Humanities           C


REFERENCES

Available on request.






				


Customer Services Cover Letter
									Shah Mashuk Miah 
									45 King George Road
									Loughborough
									LE11 2NX
									07954 089068
									ayshaaakthar@gmail.com

									Date: 16/10/2020
Recruitment Team


Ref: Customer Service Agent REF: 41192162

Dear Sir/Madam,

I am interested in the above position and would like to apply for the vacancy.

I have been employed with DHL Express in the frontline department taking inbound calls and assisting customers with various enquiries and providing excellent customer service. I have gained knowledge and experience working in a fast paced environment and I am confident with the experience that I have gained I will be a suitable candidate for the above position.
I have a can do attitude and a quick learner, a great team player and flexible and passionate and go the extra mile to exceed my daily targets. 

I am looking forward to discussing the position with you in more detail and I am available by phone or email at any time most convenient for you.

I have attached my CV and I encourage you to contact me regarding my application.

Hope to hear from you soon.

Yours Sincerely



Shah Mashuk Miah 












Customer Service Representative
Posted Yesterday by Adecco 
Easy Apply New
 £19,500 - £23,400 per annum
 Nottingham, Nottinghamshire
 Permanent, full-time
Our Nottingham based client is currently recruiting for 2 experienced Client/Customer Service Representatives to join their team on a permanent basis.
Salary: £19.5K - £23.5K
Hours: 37.5 per week
Duties will include:
· Support customers by phone, electronically and face to face.
· Process customer orders received via inbound and outbound telephone, email and post.
· Respond promptly to customer and colleague enquiries.
· Maintain complete and accurate records on the company CRM system
· Ensure relevant paperwork is completed in line with current processes.
· To keep updated with all new services available to our customers.
· Maximize all referral opportunities
· To identify daily opportunity to convert competitor product
· Develops relationships with customers and internal departments
· Identify sales leads
· Completes general administration tasks
Skill/Experience Requirements:
· Previous Customer Service experience
· Excellent communication skills, verbal, written and face to face
· Experience of recognizing sales opportunities
· Ability to work independently and as a team
· Proven track record of working towards KPI's and targets
· Be ISO9001:2008 compliant (desirable)
· Previous experience within medical industry is desirable
If you are interested and have the skills for this role please apply online.
Adecco acts as an employment agency for permanent recruitment and an employment business for the supply of temporary workers. The Adecco Group UK & Ireland is an Equal Opportunities Employer.
By applying for this role your details will be submitted to Adecco. Our Candidate Privacy Information Statement explains how we will use your information - please copy and paste the following link in to your browser https://candidate-privacy
Top of Form
Apply now
Bottom of Form
Reference: 41192162
Bank or payment details should never be provided when applying for a job. For information on how to stay safe in your job search, visit SAFERjobs.
Report this job
 Get Job Alerts
Apply now
Register and upload your CV to apply with just one click
 Shortlist Share job
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Not quite what you are looking for? Try these similar searches
· Administration jobs in Nottingham
· Representative jobs in Nottingham
· Customer Representative jobs in Nottingham
· Jobs in Nottingham
· Administration jobs
· Representative jobs
· Customer Representative
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