





        YOGESH SHARMA
Flat-24, Building-360                                    


           Phone: (+973) 36996471
Road- 2615, Block-326





           Email: ysharma3d@yahoo.com
Adliya, Bahrain.

Career Objective:

To support the management team as Administrative Assistant, where my passion for customer satisfaction, in addition to my exceptional administrative skills and the ability to confront and overcome new challenges will be put to use in achieving a smooth operation for the company.
Work Experience:

Organization             Elmia Bookstores for School Supplies WLL.

Tenure


July 2019 – December 2019
Designation 

Customer Service Coordinator.
Key Responsibility Areas:
· Perform general office duties such as ordering office supplies, maintaining records.
· File and retrieve documents, records, and reports.
· Informing & Purchasing suppliers regarding the new orders of clients through mail.

· Working on ODOO ERP System.

· Doing Inventory Work.

· Sorting of new orders & check for the missing orders & damage items.
· Informing suppliers about the missing orders & damage Items.

· Doing the segregation of the orders according to the clients & make sure all items are deliver on time.
Organization             Pedini Bahrain (Toorani Trading W.L.L)
Tenure


Feb 2016 – July 2018
Designation 

Administrative Assistant & Sales.
Key Responsibility Areas:
· Perform general office duties such as ordering supplies, maintaining records.
· File and retrieve documents, records, and reports.
· Open, sort, and distribute incoming correspondence, including faxes and email.

· Greet & meet with clients in the showroom and educate them about the current products and the company.

· Researching organizations to identify potential new opportunities.
· Researching the needs of other companies and learning who makes decisions about purchasing.
· Contacting potential clients via email or phone to establish rapport and set up meetings.
· Attending conferences, meetings, and industry events.
Organization             Burgerland Bahrain
Tenure


Dec 2014 – Jan 2016
Designation 

Customer Care 
Key Responsibility Areas:
· Handling incoming customer calls in a courteous and professional manner.
· Advising customers on the ongoing offers and combos which suit their requirements.

· Assigning orders to the kitchen department.

· Checking the order status with delivery team.
· Handling customer complaints and concerns in timely and efficient manner.
Achievements:

· Employee of the month for the month of October 2015
Organization             G.D. Foods Manufacturing (I) Pvt Ltd
Tenure


June 2013 – June 2014
Designation 

 Dy. Administration Officer
Key Responsibility Areas:
· Monitoring the work of receptionist, housekeeping & drivers.
· Welcoming guests, visitors and clients.

· Making arrangements for office functions.

· Maintaining the records of company’s bills.

· Maintenance of office items & company’s vehicle.
· Issuing and retrieval of Phone & Mobile from employees.
· Meeting with Govt. Officials regarding company work.

Organization 

Teleperformance India 

Tenure


Sep 2004 – May 2013
Designation 

Asst. Manager Call Center (AT&T)
Project: AT&T Technical (Mar 2012- May 2013)
Key Responsibility Areas:

· Monitoring the work & listening to the calls & coach each agent in the timely manner to make them capable enough to bring good scores.
· Sharing the score card prepare by the WFM or MIS on daily, weekly & monthly basis to make sure team know where they currently stand & what every individual has to achieve to attain the required objective.
· Prepare the capable people for the next level by providing them the required guidance and exposure.
· Acting as a bridge between the agent & the manager so that there is healthy relationship & good environment on the floor.

Project:  Alliance One, Duration (2009 – 2012)
Key Responsibility Areas:
· Make calls to Credit Card Consumers and collect on their pending card bills keeping quality and FDCPA guidelines as main priority.
· Make calls to Washington Gas Consumers and collect on their pending utility bills keeping quality and FDCPA guidelines as main priority. 
· Groom new team members on collection skills, to help them in collection process by keeping quality and FDCPA guidelines as main priority.

· Motivating and helping the team members to achieve their individual collection target.

Achievements:
· Guiding light for the month of February 2013 (Team Leader of the month).

· Guiding light for the month of January 2013 (Team Leader of the month).

· Guiding light for the month of December 2012 (Team Leader of the month).

· Guiding light for the month of November 2012 (Team Leader of the month).

· Awarded with “Certificate of Excellence for the month of May 2011” for achieving the Highest Collection in Assets Campaign.
· Awarded with “Certificate of Excellence for the month of April 2011” for achieving the Highest Collection in Assets Campaign.

· Awarded with “Employee of the Month in April 2011”.
· Awarded with “Certificate of Excellence for the month of March 2011” for achieving the Highest Collection in Assets Campaign.

· Awarded with “Employee of the Month in March 2011”.
· Awarded with “Gold Club Membership”   on four occasions.
· Awarded with “Certificate of Excellence for the month of December 2010” for achieving the Highest Collection in MCM Campaign.

· Awarded with “Certificate of Excellence for the month of December 2009” for achieving the Highest Collection in Washington Gas Campaign.

· Awarded with “Certificate of Excellence for the month of November 2009” for achieving the Highest Collection in Washington Gas Campaign.

· Awarded with “Certificate of Excellence for the month of October 2009” for achieving the Highest Collection in Washington Gas Campaign.

· Awarded with “Employee of the Month in October 2009”.
· Awarded with “Certificate of Excellence for the month of August 2009” for achieving the Highest Collection in Washington Gas Campaign.

· Awarded with “Certificate of Excellence for the month of July 2009” for achieving the Highest Collection in Washington Gas Campaign
Project: Washington Mutual, Duration (2006 – 2008)
Key Responsibility Areas:
· Took calls of existing Washington Mutual Card members and sold them the products offered by Washington Mutual Bank keeping quality and customer satisfaction as main priority.
· Acquisition of credit card members of other banks and sold them the product as well.
· Groomed new team members on soft skills and selling skills, to help them in selling the products by keeping quality and customer satisfaction in mind.

· Motivating and helping the team members to achieve their individual sales target.

Achievements:



· Awarded with “The Best Quality Star for the Month of April 2008”.

· Awarded with “The Best Quality Star for the Month of April 2007”.

· Awarded with “The Highest Sales for the Month of April 2007” for Washington Mutual Inbound.

· Awarded with “The Highest Sales for the Month of August 2006” for

· Washington Mutual Outbound.

Project: Chase Bank, Duration (2004 – 2006)
Key Responsibility Areas:
· Made calls to credit card consumers and sold chase fraud detector program (AFFD) keeping quality and customer satisfaction as main priority.
Organization 

 Mahamaya Graphics
Designation 

 Own Business
Academic Credentials:

· B.Com (Pass) 

Delhi University 

· Sr. Secondary
             C.B.S.E.
· Secondary           
C.B.S.E.
Association: 

Actively associated with the Citizen of the World, Gurgaon for helping the orphans and poor.

Personal Dossier:

Father’s Name         
:          
Mr. M.R. Sharma.

Date of Birth 

:            April 23, 1973.

Sex 


:
Male

Marital Status 

:
Single

Nationality

:
Indian

Passport 

:
Yes

Hobbies/ Interest 
: 
Music, Playing Cricket

Languages Known 
: 
English & Hindi.

References: Would be provided on Request

          I hereby certify that all the information furnished is correct to the best of my knowledge and I am ready to provide relevant documents as a proof thereof.

                      Date:

            Place:  Adliya, Bahrain.                                                                   (Yogesh Sharma)
