


Sidhra Butt
Hayes, Middlesex
Mobile 07414613343   
Email x_Sidhra_x@hotmail.co.uk

Profile
A creative an enthusiastic individual with a diverse range of sales, customer service skills and experiences range of sales, customer service skills. Outgoing with effective organizational and communicative skills. Team player being able to motivate others around me and to achieve targets by using my own initiative. I am versatile with the ability to learn new skills quickly and efficiently.

Key Skills
International SOS                                                                                           
August 2014 - 2017
Authorization and Referral Executive 
· Working with the TRICARE policy manual to authorise or decline medical care by finding/being aware of exclusions and inclusions
· Consistently achieving quality and quantity at 95+ percent 
· Required to call providers/military treatment facilities and affiliated businesses (worldwide)
· Assist other departments when necessary to authorize care where required
· Sending updates to military treatment facilities or asking them to revert back with additional information
· Ensuring confidentiality at all times as we are dealing with military members and their personal details
· Updating and maintaining all cases with the appropriate plan of actions for the relevant departments and in accordance with company policies and procedures

Flights Hallmark                                                                               
August 2013-2018
Call Centre Advisor
· Arranging transport for Airlines + VIPS + British Airways
· Inputting, amending, cancelling, tracking and pricing bookings
· Ensuring all work is checked from the previous shift
· Sending jobs daily to Subcontractors all over the UK
· Filing daily and archiving monthly 
· Incoming and outgoing phone calls and emails
· Dealing with any urgent complaints
· Checking invoices
· Liaising with Subcontractors + multiple airports
· Abiding with our company policy and also the contracts we have in place with various companies 

Phones 4 U 
March 2012- 2014
Sales Assistant
· Assisted customers of choosing from a variety of phones, giving in-depth knowledge of the products available
· Promoted a welcoming environment where customers received great service
· Dealt with customers’ enquiries/complaints face-to-face and resolved any issues quickly and thoroughly
· Proven ability to work in a busy environment and prepared to help out the rest of the team
· Provided high levels of customer service ensuring customers received attentive and pro-active service
· Considered as a very valuable member of the team

      Marketprobe 
      December- January 2011
      Sales Consultant
· Consistently making outbound calls to clients
· Ability to achieve targets
· Being able to communicate and probe a conversation with clients
· Friendly and polite at all times
· Understanding and positive towards difficult conversations  

Furniture Village 
March 2009- March 2011
Sales Support
· Owning and resolving customer complaints
· Answering incoming calls and making outgoing calls to customers to help them with their enquires 
· Filing important documentation, inputting data onto systems and appointment making
· Ensuring the store is presented well at all times
· Listening to customers needs and being able to provide customers with products suitable to their needs

Timberland 
June-August 2008                                                                                                                      
Sales Advisor
· Responsible for handling large amounts of cash
· Gained extensive experience of working as an individual and also as a team
· Working shift patterns, flexibility
· Responding to telephone queries and complaints
· Meet many people from different ethnicities 

DFS 
March 2007- June 2008
Sales Support 
· Able to communicate with different age groups
· Listen efficiently to clients as well as other staff members
· Take personal customer details and ensure their kept confidential
· Keep shop floor up to high standards regularly

I.T

Qualifications
NVQ level 3 in Hairdressing- 2010-2011
History                        B
French                         C  
English Language       C
English Literature       C
Maths                          C
Science(double award) C,C

Interests/Hobbies
· Interested in hair and make-up
· Enjoys reading
· Loves to travel worldwide
· Bringing up my two daughters and son – left for maternity leave in 2018. I am currently unemployed

References available upon request

· Adapted to Using our software TRICASE




