Farzana Faiz
Greater Manchester
islamluramora@yahoo.com, mobile: 07936485654
I am a very motivated, enthusiastic person with in-depth knowledge of business, customer service and how to build customer relationship. My experience of customer service and develop customer focused work environment have developed my confidence as a very active presenter and team player. I am also very resourceful and very friendly with open mind and concept to take criticism to develop my role further to avail complete work satisfaction. I also have experience of solving complex customer related problems as well as complex situations at work place using innovative initiative and constructive attitude and can do motto. I can set priorities and is flexible also excellent team player makes me perfect for the whole team. I take pride to make each job experience to take to the next level and drive business to its highest making sure it keeps on growing.
Willing to relocate: Anywhere
WORK EXPERIENCE
Managing Director
B&B (Owner) - Greater Manchester - April 2011 to July 2014
Responsibilities
I was responsible for managing bed & breakfast which was owned by myself, maintained bookings, brand awareness for customers, marketing, retained customers, business meetings and business correspondence.
Accomplishments
I accomplished maximum growth in business and excellent repo with other partners I have achieved good response from end users.
Skills Used
Managerial skills, Office skills, Computer skills, Customer Service, Team Player, Eye for details
Customer Service Adviser
B & Q Warehouse - Greater Manchester - June 2005 to June 2011
Check out cover, keep work station clean and tidy, deal with complex and difficult situations, handle customers calls and in person for trade orders and over the phone, put trade orders through set software, process returns, customer relationship, completed all in-house trainings given by employer.
Consular Staff
US Embassy - Dhaka - August 1998 to June 2002
I have processed visa applications for officers to interview, interpret as and when required and helped them to adjudicate visa, handled calls over phones and give advice to applicants, responsible for fees, process passport application, benefits for citizens abroad, drafting letters, maintain correspondence, maintain schedules, handling complicated cases like fraud, child smuggling etc by consulting officers when needed, etc.
EDUCATION
M.A in English Literature
Eden College - Dhaka
1995 to 1998
B.A (Hons) in English Literature
Eden College - Dhaka
1992 to 1995
SKILLS
Ms Word, Ms Excel, Ms Power Point, Ms Access, Outlook Usage of E-mail, fax, printer and other office equipment. (10+ years)
AWARDS
Best Consular staff
November 2000
Awarded by Head of Embassy at the time.
CERTIFICATIONS
NVQ - Level – 2
July 2007 to Present
Customer services in house (B&Q)
TEFL – LEVEL 5 – TEFL ACADEMY – 
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