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Resume Headline
Dedicated Customer Service Manager with 8 years of experience in customer service industry. Possess a solid reputation for building productive, customer-focused teams committed to achieving strong and fruitful long lasting business relationships.

Profile Outline

Experienced Customer Service Manager with 8+ years’ progressive experience, seeking to leverage on practical customer service knowledge, leadership skills, and exceptional client relationship skills developed from experience. Coming with excellent communication skills, additional knowledge of HR domain and proficiency in MS Office tools.


Profile Summary
· Involved in E2E On boarding activities of new warehouses.
· Co-ordinating with warehouse teams of different locations for swift and efficient operations of shipments (inward, outward, return, and damaged).
· Prepare daily, weekly, and monthly reports.
· Client handling – inward & outward of shipments, pickup generated for ecommerce companies, audits etc.
· Explore smart and effective solutions for the problem incidences in logistics as well as customer issues in deliveries/pickups. 
· Planning and Implementation of operational strategy.
· Searching for potential clients over internet.
· Handled social media platform of the company (twitter, Facebook, Instagram and LinkedIn)
· Responsible for maintaining relationship between company and customers.

Academic/Professional Qualification

· Diploma in Human Resource Management course certified by Udemy - August 2021.
· Fundamentals of Digital Marketing certified by Google - May 2021.
· Post Graduated with dual degree program (MBA+PGDBM) – Passing Year 2011, Amity University, Noida
· Graduated in Biotechnology Sciences (BSc.) – Passing Year 2009, Jaipuria Institute, Ghaziabad
· 

Work Experience

· Assistant Manager
Odwen Technologies Pvt Ltd (Dec 2021 – Present)

· On boarding the new warehouses.
· Co-ordinating with warehouse teams of different locations for smooth & timely operations of shipments (inward & outward).
· Preparing daily, weekly, and monthly reports.
· Client handling – inward & outward of shipments, pickup etc.
· Explore smart and effective solutions for the problem incidences in logistics as well as customer issues in deliveries/pickups. 
· Planning and Implementation of operational strategy.
· Sending timely updates of dispatch of shipments from warehouse to the client. 

· Assistant Manager
COAE International Pvt Ltd (Oct 2020 – Mar 2021)

· Respond to queries/issues of clients/participants/candidates on call or email such as new enquiries, payments related, course material dispatch etc.
· Maintaining the status and records of enquiries and proposals sent to client.
· Keeping track of invoices (payables and receivables).
· Taking data from a separate document/Net and inputting it into Excel.
· Searching potential clients over internet (schools, pre-primary/early childhood, higher education, coaching institutes (domestic), L&D/Training institutes (domestic and international).
· Handled social media platform of the company (twitter, Facebook, Instagram and LinkedIn)
· Promoted courses on social media, by sending messages and doing cold calling.
· Maintained status of training programs by keeping records of schedule, participant’s data, feedback etc.
· Scheduling and performing operations activity during virtual webinars and meetings. 
· Preparing and sending periodic reports and share with relevant stakeholders.

· Assistant Manager - CRM 
Gaursons India Ltd (Jun 2014 – Jan 2019) 

· Worked in a team by assisting 9-10 members and trained them in drafting the emails/reverting to customer queries.
· Addressed Post sales queries/concern of the customers related to their booked unit/flat with the company.
· To assist/satisfy our customer with proper way out/solution of their queries/concern within the guidelines and policy of the company, need to coordinate with different departments of the company internally.
· Mail grievances/complaints of the customers as well as attended face to face queries also.
· Responsible for maintaining relationship between company and customers
· Expertise in Filling and maintaining the relationship with existing customers.
· Coordinating with accounts department for customer payment updation and refund.
· Synchronizing with the different departments within the organization for quick and smooth functioning.
· Ensure customer complaints and suggestions are given to the management to keep track of customer deliverable.
· Interviewed candidates for the team and performed reference checks during the final round.
· Created, posted, and removed job ads in a timely manner on both external and internal job board sites as needed.
· Supported the recruitment team by training the newly hired candidates.
·  Compiled reports on team performance and customer feedback.

· Sales Coordinator
Synergy Electric Pvt Ltd (Apr 2013 – May 2014)

· Supervised Sales Team and Managed Dealers.
· Cooperating with Dealers for Sales and Marketing collaterals.
· Managed official work related to marketing and sales.
· Attended Post and Pre customer queries related to product. 

· Personal Banker 
ADFC Bank (Subsidiary of HDFC Bank) (Jan 2012 – Apr 2013)

· Handling classic customers of the bank. Attending customer queries related to CASA, Insurance options and other investment solutions.
· Providing expert advisory services to clients pertaining to selection of right banking products.
· Managing and diversifying customer’s portfolio.
· Extracting business from the customers.
· Customer Retention

Skills

· Adaptable to Organizational changes.
· Skilled communicator able to create open lines of communication between stakeholders, team members and customers
· Excellent Business writing skills 
· Customer Satisfaction
· Leadership
· Live Streaming of events on various Platforms
· Expert in planning and tracking of queries, complaints, etc.
· Expert in MS-Excel reports and formulations, Presentations and Word, Google Forms.


Personal Details

· Date of Birth		:	Sept 17th, 1986
· Marital Status		:	Married
· [bookmark: page2]Current Residence	:	Noida
· Social link                                    https://www.linkedin.com/in/nehaj121218
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