8/ 23 – 25 Meehan Street,                    Mobile:  0413 277 251
Parramatta 2150, NSW                          Email:  kapoor.sugandha@yahoo.com.au

Sugandha Kapoor


Objective
To familiarize myself with customer service industry and gain experience in IT focused role.
Educational Qualifications

March 2009 - Current

Master of Information Technology

                                                    Central Queensland University, Sydney

July 2003 – June 2006

Bachelor of Arts

                                                    Garhwal University, India

Work Experience
Nov 2008 – Jan 2009

Aptech Computer Education, India

                                                    Counselor

                                                    Responsibilities:

· Answer incoming calls

· Counsel new students about the courses offered

· Taking personality development classes

· Providing employment and career coaching

· General administrative duties

Jan 2008 – Aug 2008

Pankaj Kapoor Associates, India





Help Desk





Responsibilities:

· Guiding clients to the respective department

· Answer incoming calls

· Updating client’s file

· Managing day to day tasks in the office

· Dealing with and solving problems faced by clients

Jan 2007 – Nov 2007                  Airtel – Outbound call center

                                                   Customer Service Representative




            Responsibilities:

· Handling customer bills

· Provide effective and timely solutions for a range of customer enquiries

· Assist customers with items such as adding minutes and troubleshooting

· Providing information on new products, rate plans and services

· Motivating team members to reach daily sales targets

· Making potential sales not converted by other team members

Computer Skills

· MS Office – Word, PowerPoint : Intermediate skill

· Internet : Advanced skill, frequent user

· Programming Languages - C, C#, C++ : Basic skill

· Web Languages – HTML, JavaScript : Intermediate skill

Personal Qualities
· Good communication skills.

· Honest and hardworking.

· Adapt easily to new situations and learn new skills rapidly.

· Highly motivated.

Interests
Reading books, exploring new places and drawing.
Referees
Sanjina Naidu

Assistant Manager

Function Center

Contact: 0422 592 793

Anubhav Trehan

Chef

Dockside Group

Contact : 0433 834 732
