                                           ABASIONO MICHEAL OKON
9 Kessington Broadway, Satellite Town, Lagos
Mobile: 08069613471 Email: abasionookon.ao@gmail.com

PROFILE

To work hard with full determination and dedication to achieve organizational as well as personal goals.
EDUCATION

Akwa Ibom Polytechnic, Ikot-Ekpene                                                                                                                                 2011-2013
Higher National Diploma (HND) Microbiology
Abia State Polytechnic, Aba                                                                                                                                                     2007-2009
Ordinary National Diploma (OND) Science Laboratory Technology
CERTIFICATION/TRAINING ATTENDED
Effective Communication Skills -           (Sutherland Training Consult)       

Managing Customer’s Expectations-    (In-house Training- Asonic Properties Limited)
Customer/Client Relationship Management- (In-house Training Asonic Properties Limited)
PROFESSIONAL EXPERIENCE
Fortis micro Finance Bank                                                                                                                            September 2016 till date
Customer Service Representative
· Organize and plan daily work schedule.

· Give up to date record on customer’s enquiries.

· Establish and sustain relationship with new and regular clients.

· Productive negotiation and resourcefully attending to the complains of clients.

· Daily postings and reconciliation

· Account  opening .

Agboju Primary Health Center, Lagos


                                                                         Mar 2014- Feb 2015
Laboratory Technician
· Maintains glassware by picking-up, cleaning, washing, sterilizing, and distributing.

· Provides glassware by ordering, receiving, and inventorying glassware.

· Keeps laboratory supplies ready by inventorying stock; placing orders; verifying receipt.

· Keeps equipment operating by following operating instructions; troubleshooting breakdowns; maintaining supplies; performing preventive maintenance; calling for repairs.

· Documents information by maintaining daily logs and equipment record books.

· Resolves problems by examining and evaluating data; selecting corrective steps.

· Completes projects by assisting project team; attending and participating in group and project meetings.

· Updates job knowledge by participating in educational opportunities; reading technical publications.

Procontractor Nigeria Limited                                                                                                                                Dec 2013- Jan 2014
Customer/Client Relationship Officer
· Ensure to provide excellent customer service through phone, e-mail, chat, etc. in timely and accurate manner.

· Serve as liaison between customer support team, management and customer to improve customer service and business productivity.

· Analyze customer complaints and provide appropriate corrective actions.

· Assist directly or route customers to the appropriate personnel for assistance.

· Ensure customer satisfaction by meeting customer needs in courteous and timely manner.

· Track, follow-up and resolve customer’s outstanding issues in a timely fashion.

· Develop customer service programs in order to provide outstanding service.

· Prepare documentation and reports on routine customer correspondence for future reference purpose.

· Assist in training peers on improving customer support service.

· Develop and maintain in-depth product knowledge.

· Conduct customer surveys about the company’s service so as to obtain feedback.

Gitofa Pharmaceutical  



                                                              June 2002 – July 2005
Customer Service Representative (Front Desk)
· Keep front desk tidy and presentable with all necessary material (pens, forms, paper etc.)

· Greet guests and welcome them into the office

· Answer questions, address complaints and give suitable information

· Answer all incoming calls and redirect them or keep and distribute messages

· Accept and sign the delivery of letters, packages etc. and distribute them either personally or through an interoffice dispatching system

· Prepare outgoing mail by drafting correspondence, securing parcels etc.

· Check, sort and forward e-mails

· Monitor office supplies stock and place orders when necessary

· Keep updated records and files and maintain financial sheets with office expenses and costs

· Take up other duties as assigned (travel arrangements, appointment schedules etc.)

SKILLS SUMMARY
· Detail-oriented and possess strong problem-solving skill
· Excellent interpersonal and communication skill
· Customer Relationship Management
· Marketing and Sales

· Efficient team player.

Reference:
1. Engr. Rotimi Bamigbaye

Principal Consultant

Procontractor Nigeria Limited

Abuja.

2.  Mr. A.T Adim
Mobil Producing Nigeria

Eket,

Nigeria
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