CHIOMA OKONKWO
📧 chomzy61@gmail.com | 📱 +234 815 403 1567
📍 Port Harcourt, Rivers State

PROFESSIONAL SUMMARY
Customer-focused professional with 6+ years of experience in retail operations, customer service, and business support. Proven ability to handle customer inquiries, resolve complaints efficiently, and build strong client relationships that drive retention and sales. Skilled in communication, CRM systems, problem-solving, and delivering positive service experiences in fast-paced environments. Recognized for improving customer satisfaction, streamlining service processes, and exceeding performance targets.

CORE SKILLS
Customer Service & Support
Customer Relationship Management (CRM) • Complaint Resolution • Client Retention • Customer Engagement • Service Excellence
Communication
Verbal & Written Communication • Active Listening • Conflict Resolution • Negotiation
Operations & Admin Support
Data Entry • Record Keeping • Order Processing • Inventory Support • Reporting
Sales & Performance
Upselling • Cross-selling • Meeting Targets • Customer Acquisition
Technical Tools
CRM Systems • Microsoft Excel • Microsoft Word • Data Tracking Systems

PROFESSIONAL EXPERIENCE
Skin101 Clinics – Port Harcourt
Operations Manager | Oct 2024 – Present
(Customer Experience & Service Operations Focus)
· Oversee front-desk service operations, ensuring smooth client booking, inquiries, and service coordination
· Handle client concerns and service feedback, improving customer satisfaction and retention
· Developed service procedures that improved response time and overall client experience
· Trained staff on customer engagement and professional communication standards
· Maintained accurate customer records and service documentation

ORIKI Spa – Port Harcourt
Operations Manager | Oct 2023 – Oct 2024
· Managed daily customer bookings, inquiries, and scheduling for high client volume
· Resolved customer complaints promptly, maintaining strong client loyalty
· Improved booking efficiency by 25%, reducing wait times and improving service delivery
· Generated monthly performance reports, tracking service metrics and customer trends
· Ensured consistent service quality and customer satisfaction

Alert Stores – Owerri
Manager / Customer Service Representative | Sept 2022 – May 2023
⭐ Direct customer service role (very important for this application)
· Assisted customers with product selection, inquiries, and complaints
· Exceeded sales targets by 20% through effective customer engagement and upselling
· Improved customer satisfaction ratings and increased repeat customers by 25%
· Handled transactions, returns, and service issues professionally
· Trained staff on customer service best practices

DO5 Groups – Jos
Administrative Assistant / Sales Support | Apr 2018 – Aug 2021
· Managed customer inquiries via phone and in-person
· Maintained customer database and order records with high accuracy
· Processed 200+ orders monthly while ensuring excellent client communication
· Resolved customer order issues, maintaining 95%+ satisfaction rate
· Supported sales team with follow-ups and client relationship management

EDUCATION
B.Sc. Building
University of Jos | 2019

CERTIFICATIONS
UX/UI Design Certification – Coursera
NGO Management Certification

KEY ACHIEVEMENTS
· Improved customer satisfaction and retention across multiple roles
· Consistently exceeded performance and service targets
· Reduced service delays and improved booking/response efficiency
· [bookmark: _GoBack]Trained teams on customer communication and service standards

LANGUAGES
English (Fluent)
Igbo (Native

