VIJI RAMAMOORTHY

PERSONAL SUMMARY

I'm someone who is o dedicated. detal-ariented. and analyfical professiond with 5
years of experience in administrafive support. including roles as an admin assistant,
data eniry, and customer care. A confident professiond who excels at prioritizing,
completing mulliple tasks smultaneously, and following through to achieve project
goals. Communicafive custormer service professional motivated to maintain customer
satsfaction and conhibute to company success, Hislory managing large amounts of
nbound calls and sustaining salisfac kory relafionships with customers. Offers skill with
CRM systems pared with ouktanding aclive listening and mulfitasking abiifies.

EXPERIENCE

Customer Service Representative
Manulfe | Waterloo, ON | January 2023 - March 2024

= My job as a Customer Service Representative is fo provided prompt and
professional support to Manulife custormens via phone. emal, and chat by resolving
inguiries, main taining accurale records, promoting odditional products, and
consistenty exceedng qudity and satisfaction targets.

Store Supervisor
Farmbazaar | Chennai, India | Jul 2006 - June 2021

= Managedinventory. organized raining sessions for new employees on best
practices, ensured excellent customer senvice. and perdomed regular audils o
verify that policies are being followed comecily. Mainfained records of items
shipped, received, or trandered to ancther location. Supemvised ond coordinated
activiies of workers engoged in receiving. storing, testing, and shipping
merchandise or matedals.

Data Entry Clerk
V.R. Redl Estate | Chennai, India | November 2010 - February 2016

= Extract customer data from various socurces, and manage it in an organized,
compdu ter-based system. Bxecuted and ensured on-time delivery of paper-related
work to customers, Actively cullivates a skong relalionship with the monager and
colieagues. Maintaned and managed data entry requirements by following data
entry technigques and procedures, Fulfiling all general duties, such o preparing.
checking, verifying, and processing clients and data informafion.

Clerk
High Commigion of India | Singapore | Seplember 2006 - October 2010

« Obtdn proper information and/for data regarding visa processing. Maintain copies
of receipts or corespondence necessary for fles. Check he isue date and validity
of he pasport before processing. Keeping track of al payments receivedin cash.
and al agent inquiries regarding card payments. Entering datainto database
software and checking o ensure the occurocy of the data thathas been
inputied. Resolving discrepancies in information, and obidining further information
for incomplate documents. Ensuring all cash transoctions are processed efficien ty,

CONTACT

oF (647) B07-3749
B3 Balavii2@gmail.com
@ waleroo, Canada N2L0G7

& Bold Profiie

SKILLS

« Accurate and fast data enfry

» Proficient in accounting software
[e.g.. QuickBooks, Sage. Xero. Tally)

* Accounis payable

= Skong attention to detail and data
accuracy

= Proficient in Microsoft Excel

»  Ability to meet deodlines and
manoge mulfiple priorifies

s Problem solving

= Team colaboration

» Cuslomer service

= Typing speed of 45 wpm

EDUCATION

Diploma

Accounting And Payroll
Toha Collage. Scarborough
Expected in April 2026

Bachelor of Commerce
DRBCCC Hindu College. Chennal,
Pattabiram

Master of financial management
Annamalai University, Chidambaram



