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bitW a rofust ,oundation in customer service and caterinhI x e-ceD in ,astypaced 
retaiD settinhsI adept at ,ood preparationI pa.ment processinhI inventor. manahey
mentI and upWoDdinh cDeanDiness standardsM q. e-perience in enWancinh customer 
satis,action tWrouhW eBcient service and NuaDit. ,ood deDiver. sWowcases m. dedy
ication to e-ceptionaD retaiD e-periencesM
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x aided cWe,s witW prompt ,ood preparation f. peeDinh and sDicinh iny
hredients ,or upcominh orders and events x attended events in and out 
o, tWe cit. to assist witW meaD servinh and aDso WeDped WandDe pa.ments 
f. processinh casW and card pa.ments witWin an appropriate timey
,rame to WeDp minimisinh customer wait times especiaDD. wWen it wouDd 
fecome e-tremeD. fus. CWec1yDistinh xnventor. to assure we Wave tWe 
rihWt amount o, suppD. o, vehI ,resW meat and lsW stored at reNuired 
temperatures to maintain ,ood NuaDit. and sa,et.I WeDpinh minimise ,ood 
waste qaintained sa,e ,ood WandDinh standards at aDD times and aDwa.s 
deDiverinh NuaDit. ,ood and feverahe service to customers and VxJzs at 
aDD events CDeaninh and orhanisinh Wost stands and ,ood areazs to upWoDd 
WihW standards o, cDeanDiness in aDD wor1 areas ADso x WeDped witW cDeaninh 
coo1inh utensiDs and 1itcWen eNuipment to remove dirtI De,tover ,ood 
particDes and coo1inh hrease to ensure we Wad tWorouhWD. cDean eNuipy
ment to use tWe ne-t da. x assisted in transportinh caterinh eNuipment 
sa,eD. and responsifD.I minimisinh ris1s to protect tWe 
compan.zs fusiness assetsM
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x WeDped process casW and card pa.ments durinh fus. sWoppinh periy
ods tWis aided in Dimitinh customer wait times bor1ed as team memy
fer stoc1inh and rotatinh inventor. rehuDarD. Jrovidinh aDDyround store 
supportI per,orminh casWier duties sucW as pa.mentsI re,unds and e-y
cWanhes oGerinh product assistance and deDiverinh e-ceDDent customer 
care Heepinh interior cDean daiD. and cDosinh up occasionaDD. ResoDvinh 
customer Nueries and concerns in proactive mannerI tWis Dead to an iny
crease in customer satis,action overaDD OuiDt rapport witW rehuDar and new 
customers tWrouhW pro,essionaD fut ,riendD. interactions x am e-tremeD. 
attentive to tWe customers enNuiries and aim to promptD. process tWeir 
order reNuestsM
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qanahinh oBce correspondence eBcientD. sucW as emaiDsI pWone caDDs 
and pac1ahes Supportinh staG witW Ad Woc duties and prioritiUinh (EJR 
and maintaininh conldentiaDit. )ire aDarm testinhI securit. cWec1inh and 
creatinh access cards ,or staG 9pdatinh sensitive materiaD witWin tWe 
datafase ZJWoeni-j )aciDitated pDanninh and Wostinh o, events f. scWedy
uDinh meetinhs and con,erencesI incDudinh siteytoysite video con,erencinh 
caDDsI wWicW WeDped to streamDine fusiness operations RepDenisWed stoc1 
o, oBce suppDies wWen inventor. fecame Dow gnsured oBce records 
sta.ed up to dateI updatinh wWen necessar.M

d(ce ATsinivtrator anT Oeceptionivt
Caremar1 2 0un 3k3k y Sep 3k3k

https://www.dweet.com/
https://www.dweet.com/consultants/6-w86bNou


Caremar1 |amfetW 9sinh verfaD and written communication s1iDDs to 
maintain pro,essionaD reDationsWips fetween staGI manahement and 
cDients Jrovidinh support to manahement and staG tWrouhW respondinh 
to pWone caDDs and emaiDs in order to 1eep fusinessz operations runy
ninh smootWD. PoDdinh in,ormation witW tWe WihWest DeveD o, discretion 
and trustwortWinessI understandinh (EJR and protectinh conldentiaD 
data Creatinh documents and lDes and updatinh datafases and records 
,or lnanciaD in,ormation Recruitinh potentiaD candidates ,or tWe fusiy
ness tWrouhW wor1 emaiD and sites Di1e xndeed HnowDedhe o, standard 
so,tware pac1ahes and tWe afiDit. to Dearn compan. specilc so,tware i, 
reNuired
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Customer Tperations Representinh tWe frand as a lrst point o, viry
tuaD contact tWrouhW e-ceDDent customer service meanwWiDe wor1inh in 
teams and NuaDit. circDes to drive improvements in eBcienc. and memy
fer e-perience gBcientD. ta1inh time to resoDve and investihate simpDe 
and compDe- customer Nueries rehardinh tWeir enerh. accounts tWrouhW 
8endes1M (eneratinh and editinh fiDDinh tWrouhW so,twarezs Di1e 0uni,erM 
g-ceDDent communication and writinh s1iDDs resoDvinh compDaints and 
Nueries tWrouhW emaiD and teDepWoneM Contactinh otWer enerh. suppDiy
ers in order to e-cWanhe important in,ormationI wWicW enafDes us to 
WeDp customers het tWeir mone. wortW ,or tWeir enerh. fiDDs and switcW 
seamDessD. usinh hovernment datafases sucW as gcosM Oeinh afDe to 
wor1 under pressure witWin a ,astypaced environmentZcaDD centrej wWiDe 
ensurinh xzm reacWinh set tarhets and HJx set f. m. team DeaderM bor1ed 
towards Dowycarfon econom. accordinh to 1e. strateh. of6ectives and 
convertinh customers to hreen enerh. and smart metersM
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CDeaned and orhaniUed Wost stand and ,ood area and upWoDdinh WihW 
standard o, cDeanDiness in aDD wor1 areas PandDinh pa.ments f. processy
inh casW and card pa.ments witWin an appropriate time,rame to WeDp 
minimiUinh customer wait times qaintained sa,e ,ood WandDinh stany
dards at aDD times and aDwa.s deDiverinh NuaDit. ,ood and feverahe service 
to customers CWec1yDistinh xnventor. to assure we Wave tWe tihWt amount 
o, suppD.M
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Servinh as tWe lrst point o, contact ,or waD1 in cDientsI responsifDe ,or 
answerinh screeninh and ,orwardinh incominh pWone caDDsI receivinh and 
sortinh daiD. maiDI maintain oBce securit. f. ,oDDowinh sa,et. procey
dures and controDDinh access via tWe reception des1I 9pdatinh caDendars 
and scWeduDe meetinhs qaintained reception area in orderD. manner to 
provide visitors witW positive lrst impression o, tWe compan. qanahed 
cDericaD needs o, compan. empDo.eesI incDudinh cop.inhI ,a-inh and lDe 
manahement Eirected cDients to appropriate personneD to address cony
cernsI resoDve compDaintsI or answer account reDated NuestionsM


