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Clint Lorne David Muller

	Personal Information

	
	· Marital status: Single
· Nationality: South African
· Age: 29

	Summary of qualifications

	
	January 2000 – December 2002
Birnam Business College
 MACROBUTTON EmptyMacro [  City, State  ] 
Diploma and Certificates
· Chef

· Cape Wine Academy

· First Aid (Altra Med)
Matric 1999

· English

· Afrikaans

· Mathematics

· Physical Science

· Business Economics

· Biology

Passed with exemption.

	Professional experience

	
	September 2009 – December 2009  Nottinghill Housing Association
Customer Service (United Kingdom)
· Arranging repairs for tenants of Nottinghill Housing Association

· Scheduling date for repair to take place

· Liaising with contractors before and on the day works is scheduled to be carried out.

· Arranging emergency repairs when house/flat is flooded, sink or toilet blocked etc

April 2009 - September2009  Hammersmith & Fulham Council

Admin
· Setting up IT equipment for seminars in conference room hired out by Education department for H&F Council.

· Filing all documents

· Data Capturing

· Registering new teachers on data base

· Updating meeting screen on daily basis

· General upkeep and maintenance of conference centre

06 March 2009 – April 09   Sitel on behalf of Phillips
Customer Service Advisor (United Kingdom)
· Handling inbound calls about certain faulty Philips wall socket adaptors
· Explaining in detail why the product has been recalled after such a long period.
· Arranging the delivery of new fully functional and safe adaptors to customers.
· Arranging for the faulty adaptors owned by Philips customers to be returned to Philips safely
2005 September –  February 2009  Hammersmith & Fulham Council Customer Service (Cleaner Greener, United Kingdom)
· Reporting dumped refuse/fly tipping on the road
· Arranging for streets to be swept at resident's request,
· Reporting street lights out of order
· Arranging for drains/gullies to be unblocked on the road
· Processing electronic forms. 
· Processing all emails received. 
· Compilation of weekly and monthly email stats. 
· Processing grot spots for Councellor's. 
· Arranging new trade agreements for business's. 
· Answering all enquiries regarding recycling.  
· Training of new staff.
· Information Services
· Providing residents with any information requested about services provided by the council e.g. housing applications, benefits, education, meals on wheels, democracy, transport, events, hall letting, planning permission, social services, education, student grants etc
· Processing all e-forms and email correspondence.
· Training new staff
· Compilation of weekly and monthly stats/reports for emails.
Electoral Services

· Confirmation of names added or removed from the electoral role.
· Amending name and address details on Electoral role
· Sending out registration forms to new members of the borough.
· Handling and logging all email correspondence received. 
· Processing electronic forms. 
· Training new staff.
· Compilation of weekly and monthly stats/reports.
2005 June – September 2005 Careline-Services on behalf of Tiscally Customer Service Advisor/Credit Control (United Kingdom)  
· Updating customer's personal/address details. 

· Receiving payment. 
· Processing refunds. 

· Reinstating internet or telephone service. 

· Providing in depth explanations about billing enquiries. 

· Chasing up outstanding account payments
· Meeting daily targets of cash received.
2005 April – May 2005  Sitel on behalf of British Telecom
Customer Service Advisor (United Kingdom)
· Advising shareholders that their shares have been sold
· Explaining why shares have been sold.
· Advising how to appeal decision taken by board of Trustees.


	pROFILE

	
	· Disciplined, sincere and dedicated responsible peoples person. 
· Looking to gain working experience and to further develop in any position offered to me. 
· My aim is to explore all the possibilities made available to me in a suitable position, to increase expert knowledge of the job application. 
· Participative at all levels.
· Ambitions to work in a stimulating, challenging and rewarding environment. 

· I am ready, willing and able to face any given challenge

· Proficient in Windows, Excel, Word, Power Point and Access

· Excellent communication skills. 




