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Professional Profile
Experienced Customer Service Representative with over 3 years of proven success in delivering exceptional support and building positive relationships with customers. Skilled in handling inquiries, resolving complaints, and ensuring customer satisfaction across multiple channels including phone, email, and live chat. Highly proficient in using CRM tools, managing high volumes of communication, and maintaining professionalism in fast-paced environments. Known for strong problem-solving skills, clear communication, and the ability to remain calm under pressure while protecting customer confidentiality and promoting brand loyalty
Skills
Effective Communication | Time Management | Organization | Attention to Detail | Problem Solving | Multitasking | Adaptability | Customer Service | Computer Proficiency | Administrative Support | Calendar Management | Email Management | Writing Skills | Document Management | Teamwork | Flexibility | Prioritization | Analytical Skills | Data Entry | Social Media Management | Meeting Coordination | Technical Skills | Critical Thinking |Confidentiality | Project Management
Tools: Microsoft Word | PowerPoint | Google Workspace | Microsoft Excel

Career Highlight
· Implemented a new scheduling system, reducing double bookings by 50% and improving calendar accuracy.
· Achieved a 25% increase in email response rate through prioritization strategies, enhancing communication flow and client satisfaction.
· Produced comprehensive research reports contributing to the development of successful business strategies and decision-making processes.

Professional Experience
· NOVACARE

· Customer Representative                                                                                                       2024- till date

· . Served as a key front-line representative of NOVACARE, contributing to the delivery of a consistent and high-quality customer experience across both online and offline channels. Played a pivotal role in supporting standard operating procedures aimed at enhancing customer satisfaction, operational efficiency, and brand excellence.


· Handled customer inquiries, complaints, and feedback via email, phone, and social media in line with      NOVACARE’s standardized communication procedures.
· Ensured a consistent customer experience by adhering strictly to internal SOPs and brand tone across all touch points.
· Assisted with the returns, exchanges, and refund processes, resolving issues promptly and in compliance with company policy.
· Collaborated with inventory and order fulfillment teams to track stock levels, ensure product availability, and keep customers informed on order statuses.
· Supported marketing initiatives by responding to campaign-related inquiries and encouraging     customer engagement on promotional offers.
· Maintained accurate customer records and provided reports to managers to improve workflow and service delivery.

· Achievements:
· Contributed to a 20% reduction in customer complaints over a 6-month period by applying proactive communication techniques.
· Recognized by management for consistently maintaining a professional and empathetic tone with all   clients, strengthening the brand’s reputation.

Glomo Homes & property	
Customer Representative										2023– 2024
· Implemented a new scheduling system that reduced double bookings by 50% and improved overall calendar accuracy.
· Achieved a 25% increase in email response rate by implementing a prioritization system and reducing response time.
· Produced comprehensive research reports that provided valuable insights, contributing to the development of successful business strategies.
· Received commendation for maintaining a meticulous filing system, resulting in 100% retrieval accuracy during audits.
· Organize and maintain digital and physical filing systems, ensuring easy access to important documents.
· Assist with document preparation, editing, and formatting, ensuring accuracy and adherence to company standards.
· Provide administrative support such as drafting correspondence, preparing presentations, and managing expenses.

PrimeHills company
Customer Representative										2021 – 2022
· Streamlined executive calendar management, resulting in a 20% decrease in scheduling conflicts and ensuring smooth coordination of appointments and meetings.
· Achieved a 30% increase in email response rate by implementing an organized prioritization system, leading to improved communication flow and client satisfaction.
· Implemented cost-saving measures in expense management, resulting in a 10% reduction in administrative costs.
· Ensured seamless virtual meeting experiences by troubleshooting technical issues promptly, leading to a 20% decrease in meeting disruptions.
· Managed executive calendars, scheduled appointments, meetings, and conferences efficiently.
· Handled email correspondence, prioritized and responded to inquiries promptly and professionally.

Aviya Smile Foundation
Customer Representative										2020 - 2021
· Implemented a new digital filing system, reducing document retrieval time by 40% and enhancing overall organization efficiency.
· Streamlined administrative processes, resulting in a 15% increase in productivity and timely completion of reports and correspondence.
· Successfully managed virtual meetings for cross-functional teams, resulting in improved communication and collaboration despite remote work challenges.

Education & Certification
University of Jos, Plateau State, Nigeria								2017 - 2022
L.L.B. Law
The Executive Virtual Assistant Academy
Customer Representative	
