SHEIK ANWARA AKTER

H # 49 (Right side of first floor), R # 16,

Hajigong, Narayangonj
Contact No- 01924046784
E-mail-sheik92@yahoo.com

OBJECTIVE: 
Seeking a senior executive position in Customer Service where my extensive experience will be further developed and utilized

EXPERIENCES: 
Rangs Telecom, Gulshan, Dhaka
Jan 2007 – Present
Customer Service Manager 

· Responsible for the supervision of a staff of twenty-eight people within the customer service department. 

· Responsible for the recruitment and training of customer service representatives. 

· Managed the needs/requirements of high revenue commercial accounts through extensive follow-up procedures. 

· Successful account retention record of 98%. 

· Performed market research surveys amongst client base to seek feedback on sales techniques, follow-up methods and quality of after sales service. 

· Improving customer service based on client feedback through the development of new policies and procedures. Successfully handled all public relations issues. 

Citycell, Mohakhali, Dhaka

March 2006 – Dec2006
Customer Service Representative 

· Provided support to the sales team, ensuring all sales and service objectives were met. 

· Responsible for customer service in the digital equipment division, duties included answering customer queries, problem solving and providing detailed information on new products. 

· Worked with new customers in the development of new accounts and the implementation of new systems. 

· Assisted in the development of new policies and procedures. 

· Assisted in the training of new customer service representatives and associates. 

· Performed market research surveys on customer needs and requirements. 

· Prepared weekly sales reports for the sales team and sales management. 

· Generated repeat business through successful client follow-up. 

TRAINING:

· Effective Sales, In-house Training, Dhaka Telecom

· Leadership Skill, British Council, Dhaka

· Communication Skill, British Council, Dhaka

· Customer Relationship Management Skill, In-house Training, Citycell, Dhaka
MEMBERSHIP:
· MBA Alumni Association ,IBA ,University of  Dhaka

· Accounting Information Club, University of Dhaka
EDUCTIONAL QUALIFIQATION:
Masters of Business Administration, IBA, University of Dhaka, 2006



                         

Emphasis: Accounting CGPA- 3.5/4
Bachelor of Business Administration, University of Jagannat, 2003


                                        

Emphasis: Accounting CGPA- 3.50/4
Higher Secondary Certificate, Narayanginj Govt. Girls College, 1999

                           Emphasis: Science, First Division

Secondary School Certificate, Narayanginj Govt. Girls High School, 1997
Emphasis:  Science, First Division


COMPUTER SKILLS: 
· Microsoft Word, Excel, Access, PowerPoint, Outlook Express 

· Microsoft Windows XP 

· Microsoft Office XP Professional 

LANGUAGE SKILLS:
English and Bangla: Fluent in speaking and excel in effective business writing

Language Program- English Language program, British Council

PERSONAL INFORMATION:
Name




: Sheik Anwara Akter
Father’s Name


: Sheik Waliur Rahman
Mother’s Name


: Morsheda Akter
Present Address


: H # 49 (Right side of first floor), R # 16 Hajigong, Narayangonj, 
Permanent Address

: H # 16, R # 1/3, Raipura, P.S+P.O+Dist - Narshindi
Mailing Address

: H # 16, R # 1/3, Raipura, P.S+P.O+Dist - Narshindi
                                                           Contact No-01924046783
Date of Birth


: 20th May, 1979

Nationality


: Bangladeshi

Home District

: Narshindi

Sex



: Female

Marital Status

: Unmarried

Religion


: Islam

Strength


: Inter personal communication skills and confidence

Hobby



: Traveling, Watching movie, Listening song, nurturing artificial intelligence

REFEREES:
Kamrun Nahar



                             Md. Sherazul Islam
Deputy Secretary





Director of FBCCI
Ministry of Information




91, Mothijeel C/A, Dhaka-1000
Bangladesh Secretariat, Dhaka
                                            Phone-9567535 (off),   Mob-01712980413
Mob-01732705558
                                                          E-mail-sherazul3210@yahoo.com


E-mail-nahar3710@yahoo.com




Date: 20th November’2008

SHEIK ANWARA AKTER

H # 49 (Right side of first floor), R # 16,

Hajigong, Narayangonj

Contact No- 01924046784

E-mail-sheik92@yahoo.com
Dear Sir: 

I learned from your advertisement in the BDJob.com dated on 11th November ‘2008 for the senior position of customer service, I immediately written a cover letter for making me an ideal candidate for the post.
In today's customer service oriented society, timely, friendly, proactive service is sought to enhance future business growth. Customer loyalty is always impacted when you employ the right service retail professional to represent you when assisting your valued customers. 

My extensive experience in the service industry has taught me how to meet and exceed each customer's expectations with service that sells! I have assisted all types of customers in all types of settings. I realize that acquiring and maintaining loyal repeat business as well as spreading the word of your business through these loyal patrons is of the utmost importance in every company. Positioning a company for better exposure and greater marketability is a task that I have performed with success many times. 

I am an excellent trainer who achieves ongoing success with her teams by building morale, maintaining teams' self-confidence and training them to build the sale by improving their people skills. 

I know I can be a key player on your team and I would like the chance to prove that to you in an interview. I have enclosed my resume with this cover letter that lists my overall experience in this field. If you consider me good candidate for this job then please call me on the mobile no 01924046783s to set up meeting that work for you. I look forward to hearing from you. Thank you for your time and consideration. 

Sincerely,

Sheik Anwara Akter

