Arun Britto Xavier

Calgary, Alberta, T2C5V9| Email: arunbrittoxavier@gmail.com | Mobile: (236)-866-4141

PROFESSIONAL SUMMARY

Dynamic professional with a passion for driving organizational excellence and customer satisfaction within the fast-paced

environment.

Leveraging a blend of leadership acumen, strategic thinking, professionalism, political acumen, and confidentiality focus to

learn and execute all facets of administrative, operational, organizational and time management skills.

Proven ability to adapt quickly, collaborate effectively, and deliver results in high-pressure situations. Eager to contribute to

the organization by providing top-tier service while cultivating professional growth and development.

SKILLS
* Administrative Procedure Knowledge «Time Management  Problem-solving
*Customer Service Excellence  Information Management » Organizational Skills
*Team Leadership o Multi-Tasking * MS Office and JIRA
EXPERIENCE
Administrative Co-Ordinator Oct 2022 - May 2024

KP Technologies Ltd | Calgary, AB

« Document Preparation and Editing: Efficiently handle the creation and refinement of various documents such as
correspondence, invoices, presentations, and reports

» Manage incoming mail and electronic communications, ensuring the proper distribution of information within the
office and across departments to facilitate seamless internal and external interactions

« Trained new team members in customer service and company policies

« Organize and confirm schedules for appointments and meetings, optimizing the calendar to enhance productivity
and time management

« Oversee the ordering and tracking of office supplies, maintaining adequate inventory levels to support
uninterrupted office operations

« Handle incoming customer inquiries and electronic inquiries, directing them on orders and ensuring that messages
and requests are communicated efficiently.

« Establish and maintain both manual and digital filing systems for effective record-keeping and retrieval



Customer Service Representative July 2021 - Sept 2022
KP Technologies Ltd | Calgary, AB

» Maintained effective client relationships, ensuring client satisfaction, customer service and loyalty
» Documented customer support processes and procedures, resulting in a 99% reduction in customer support errors
« Developed a product support system that provided customers with timely and accurate support

« Contributed to effective customer service with immediate and detailed damage reports

 Effectively determined the nature, cause of service trouble for over 300 cases by delivering exceptional customer service

to exceed expectations

« Collaborated with colleagues and co-workers to deliver quality customer experience

Technician Sept 2019 - June 2021
KP Technologies Ltd | Calgary, AB

» Provide guidance, training, and support to team members to ensure high performance and adherence to provide

excellent customer service

« Schedule and assign tasks troubleshooting processes ensuring optimal staffing levels, efficient workflow and

customer satisfaction

« Maintained customer satisfaction with professional management of complex escalated customer concerns

« Address customer inquiries, concerns, and complaints regarding transmission faults, and ensuring seamless operation to
achieve operational excellence

« Delivered exceptional customer service every day to both residential and business customers

EDUCATION
Master of Business Administration May - 2014
Bachelor of Engineering (E.C.E) May - 2011
DECLARATION

| hereby declare that all the information furnished above is true to the best of my knowledge and belief

(Arun Britto Xavier)



