Sherin Ransom
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Administrative Assistant

Committed and motivated Administrative Assistant with exceptional customer service and decision making skills. Strong work ethic, professional demeanor and great initiative.
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  Al Rigga, Dubai, Dubai, United Arab Emirates

WORK EXPERIENCE

Administrative Assistant

Idea Cellular Limited

12/2014 – 09/2018
Cochin, Kerala, India

Arranged domestic and international travel, hotel and transportation needs for staﬀ.
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Planned and executed corporate meetings, lunches and special events for groups of 25+ employees.
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Organized conference room space and materials for internal and other delegates meetings.
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Supported departmental operations, including filing, monthly report preparation.
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Performed general oﬃce duties, including answering multi-line phones, routing calls and messages and greeting visitors.
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Identified and recommended changes to existing processes to improve accuracy, eﬃciency and quality service.


Provided logistical support for programs, meetings and events, including room reservations and calendar maintenance.


Customer Service Representative Idea Cellular Limited

10/2013 – 10/2014

Resolve an average of 250 inquiries in any given week, dealing with all types of inquiries including billing issues, product information queries, and numerous other matters.


Professionalism Meet performance targets in all areas such as speed, accuracy, volume, customer satisfaction, and issue resolution Up sell company products and services to customers and meet target sale conversions.


Route technical queries to designated channels for proper resolution of service and equipment Organization issues.


Handles customer complaints regarding billing, payments, etc. Generates sales leads through telemarketing.


Informed customers about billing procedures, processed payments and provided payment option setup assistance.


Worked with managers to develop service improvement initiatives.





SKILLS


Time Management
Multitasking


Making travel arrangements
Customer Service


Proficiency in Microsoft Oﬃce.
Phone Etiquette.


Oﬃce administration
Social media knowledge

LANGUAGES

English
Malayalam

Full Professional Proficiency
Full Professional Proficiency

Hindi
Tamil

Full Professional Proficiency
Full Professional Proficiency

EDUCATION

B.Sc. Computer Science

Mahatma Gandhi University

07/2010 – 04/2013
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