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Experience

HUMAN RESOURCES ASSISTANT
MukR RanU v Wo2 0-00 • Wow

f Assisted in tBe implementation and maintenanye o, CN prohrams. 
poliyies. and proyedcresb 
f Scpported reyrcitment ejorts qF yoordinatinh Poq postinhs. syreeninh 
rescmes. syBedclinh inter2iews. and yondcytinh re,erenye yBeyUsb 
f kanahed emploFee onqoardinh and orientation proyess. inylcdinh 
preparinh new Bire paperworU and yondcytinh orientation sessionsb 
f kaintained ayycrate emploFee reyords and dataqases. enscrinh yom•
plianye witB data proteytion rehclationsb 
f Assisted in qeneDts administration. inylcdinh enrolment. yBanhes. and 
inzciriesb 
f Nesponded to emploFee inzciries rehardinh CN poliyies. proyedcres. 
and qeneDtsb 
f Assisted in emploFee relations ayti2ities. inylcdinh yondcytinh in2esti•
hations and doycmentinh Dndinhsb 
f Jartiyipated in CN proPeyts and initiati2es. scyB as per,ormanye man•
ahement and emploFee enhahement prohramsb 
f kaintained yonDdentialitF o, sensiti2e CN and emploFee in,ormationb 
f Jro2ided yompreBensi2e administrati2e scpport to tBe CN department. 
inylcdinh syBedclinh meetinhs. manahinh yalendars. and preparinh doy•
cments and presentationsb 
f Assisted in orhaniLinh yompanF•wide e2ents and emploFee reyohnition 
prohramsb 
f kanahed CN Dlinh sFstems and enscred ayycrate reyord•Ueepinhb 
f Jrepared CN•related reports and presentations ,or manahementb 
f Candled inyominh yalls and yorrespondenye. direytinh inzciries to tBe 
appropriate CN staj memqersb 
f uollaqorated witB otBer departments to ,ayilitate yross•,cnytional pro•
Peytsb

REAL ESTATE ADMINISTRATOR
|nyle v xcl 0-00 • Wow

f Yiaise witB internal teams and e1ternal ahenyies to enscre a prompt 
tcrnarocnd o, 2ayant properties witBin tBe |nyle qcildinhb 
f Nesponsiqle ,or proyessinh end o, tenanyF terminations. worUinh witB 
yolleahces to enscre ejeyti2e 2oid manahement proyessesb 
f Nesponsiqle ,or assessinh appliyantsb Tnylcdinh oqtaininh neyessarF 
re,erenye and yredit yBeyUsb 
f Nesponsiqle ,or alloyation and lettinhs administration. enscrinh all 
reyords rele2ant to tBe role are yompleted promptlF and are ayycrateb 
|sinh sFstems scyB as 8ardie. Ccqspot.Jandoy. kiyroso,t oGye to inpct 
rele2ant in,ormationb 
f Aytinh as a Drst point o, yontayt and pro2ide a responsi2e and seamless 
ser2iye to internal and e1ternal ycstomers. in line witB ycstomer ser2iye 
standardsb Sihnpostinh as appropriateb 
f Jro2ide ad2iye to ycstomers o2er tBe pBone. email and in personb 
f Ho meet or e1yeed ser2iye standard and UeF per,ormanye indiyators 
assoyiated witB tBe roleb 
f uontriqcte towards yontincallF impro2inh tBe ser2iye and identi,Finh 
eGyient waFs o, worUinhb 
f Jartiyipate in learninh and de2elopment ayti2ities tBat promote per•
sonal ejeyti2eness and impro2inh per,ormanye in tBe roleb 
f uomplF witB internal Acdit rezcirements and e1ternal rehclatorF and 
statctorF rezcirementsb 
f gnscre yonDdentialitF o, in,ormation and adBerenye to in,ormation 
ho2ernanye ie NihBt to rentb
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SALES ASSOCIATE
uatapclt AhenyF v Apr 0-9' • Meq 0-0-

f OorUinh at 2ariocs loyations arocnd london pro2idinh e1yellent ycs•
tomer ser2iye 
f Rcildinh rapport witB ycstomers 
f (reetinh ycstomers

SALES ASSOCIATE
 v Wo2 0-9) • xan 0-0-

f gnscre BihB le2els o, ycstomer satis,aytion tBrochB e1yellent sales 
ser2iye 
f Assess ycstomers needs and pro2ide assistanye and in,ormation on 
prodcyt ,eatcres 
f Oelyome ycstomers to tBe store and answer tBeir zceries 
f Mollow and ayBie2e department&s sales hoals on a montBlF. zcarterlF 
and FearlF qasis 
f Eri2e sales 
f kaintain in•stoyU and presentaqle yondition assihned areas 
f Ayti2elF seeU oct ycstomers in store 
f Nemain Unowledheaqle on prodcyts ojered and disycss a2ailaqle op•
tions 
f Jroyess JKS Apoint o, saleB pcryBases 
f uross sell prodcyts 
f Candle retcrns o, meryBandise 
f Heam cp witB yo•worUers to enscre proper ycstomer ser2iye 
f Rcild prodcyti2e trcst relationsBips witB ycstomers 
f uomplF witB in2entorF yontrol proyedcres 
f Schhest waFs to impro2e sales Aebhb planninh marUetinh ayti2ities. 
yBanhinh tBe store&s desihnB

CALL CENTRE AGENT
gasF Solctions v xcl 0-9' • Sep 0-9'

f Answer inqocnd yalls in a timelF and ,riendlF manner 
f g2alcate proqlems and yomplaints o, tBe yallers and pro2ide proper 
solctions to tBem 
f Nespond to tBe needs o, ycstomers and pro2ide personalised ser2iye 
f Jro2ide in,ormation on tBe yompanF&s prodcyts or ser2iyes and hener•
ate interest in tBe ojer 
f |psell prodcyts and ser2iyes 
f NesearyB needed in,ormation csinh a2ailaqle resocryes 
f Jroyess orders. ,orms. and appliyations 
f Nocte yalls to otBer team memqers wBene2er needed 
f kaUe rele2ant notes ,rom ycstomer interaytions 
f Tdenti,F anF issces tBat ycstomers mihBt qe strchhlinh witB 
f Neport on ycstomer ,eedqayU 
f uomplete yall lohs and reports 
f kanahe C cpdate ycstomer dataqases 
f Mollow•cp on ycstomer yalls 
f Roost ycstomer loFaltF qF ojerinh a proper e1perienye o2er tBe pBone

Education & Training

Westminster University
kaster o, Arts. 


