TYNIQUE MATTROOS

Professional Summary

Detail-oriented professional with top skills in customer relations,
organisational assistance and recordkeeping. Talented in addressing
different service and product problems with thorough and positive
approach. Ready to help with focus on finding creative solutions to
conflicts and issues. Reliable in identifying opportunities and always
going the extra mile.

Experience

Project Co-Ordinator and Administrator
Contact ) Y
R&D Contracting Jan 2024 - Current
s 3 Projoct Coordinator and Administrator, my role s sssentil in snsuring the effici
xscution of construction projects and fieat managemant | am tasked with oversesing various
D +2767 04tk 4329 project activities, including schaduiing, resource allocation, and task assignment, while
faciltating proj Additionally, | am responsioie
for managing project documentation, praparing reports, and handing administrative task.
Acting a5 the primary point of contact for clients. | maintain positive relstionships by providing
regular updstes and addressing any concarns promptly. Furtharmore, | snforce stringent quality
ontrol measures and safaty protocols to UBold standards and mitigate potentialrisks. With my
Soordination abilties, administrative skils, and urwavering dadication to quality and safaty. |
“and on schadu,

tyniquemattroos@gmail.com

325 Kelvin Manor ‘oroi
17 Southway Street thereby enhancing client satisfaction and bolstering the company’s reputation.
Kelvin, Sandton

o K

T Telephony Support Executive and Admin

SmartPA Dec 2021 - Jan 2024
. In the role of Virtual General Administration Customer Service at SmartPA, the key responsibilities
Ed uca t ion include acquiring comprehensive knowledge of clients and their needs, supporting onboarding
and managing changes in client support packages. Ensuring timely and accurate distribution of

information, monitoring the teler and
sing online diary systems are essential tasks. Additionally, the position involves assisting with ad
w o

@® TEFL CERTIFICATE

Teacher Record - TEFL Course

aligning with business objectives is crucial. The role also encompasses providing support in

2024 : i
Verification Link: training information for colleagues.
https://teacherrecord.com/ch
ecking/TR4140041083 E-Commerce Executive
Top T - Webstore Nov 2020 - Jan 2021

Bachelor of Accounting e ronn ot Comora
Science implemented
promotions. | actively forged new busingss partnarships, contributing fo customer acquisition
University of Witwatersrand, JHB and sales and o
marketabilty and enhanced profis. | opti 5 methods for sffective customer acquisition.
Degree currently in progress. development, and retention. Additionally, | collaborated with design, project management, and
Highest Grade Passed - 1st Year PSS forplanned campaigns
2015, 2nd Year Incomplete (due

stration Customer Service and E-commarce store a

n teams to ensure timely suj

to financial constraints) T Support Contact Agent
Verpakt Management Solutions Oct 2018 - May 2019
® National Senior and accounts, addressing product o
P, sarvico issuss, and racommending solutions. Analyzing customer naeds to provida relevant
Certificate rodiictof serice Information s & ey aspect. Addtanally, contrbuting 1 team efforts,
Sandringham High School, JHB e ovsontal Eoliowing arnations procedras, gUiteinan. and peios s srpkased T roo

involves canceling or upgrading accounts, processing orders, refunds, and exchanges, as well as

2010-2014 olocting payment and customer nformaton. Glent/player esention s also afocal paink of the

Completion of National responsibilities.

Olympiad - Science, Maths and .

Accounting T Sales Agent Representative

Acting Mentor and tutor. Medscheme, Fedhealth Oct 2017 - Jul 2018
The tasks. ang

proficiency in sales with a focus on client retention. Effective communication skills and flexibility
are also key attributes required for success in this position.
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Skills

Computer and CRM Literate
Customer-Orientated
Great Numerical, Communication and Interpersonal Skills
Monitoring and Evaluation Skills
inistrative and Organisational Skills
Reliable and Responsible
Analytical Thinker and detail-orientated
Data entry
Customer relations
Report generation
Call Centre experience

Can apply Self- / Time
HubSpot CRM
Relationship management
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