Harkishan Singh Malhi
41 Ashfield Road Wolverhampton WV10 6QX
 (M) 07496316057 | harkishan_singh@hotmail.co.uk  

Professional Profile

Dedicated Customer Services representative with a decade of experience in Retail and Transport. Proven ability to exceed customer expectations through effective communication, problem solving, and a positive attitude. Seeking a new opportunity with a reputable company to further enhance my skills and contribute to a dynamic team.

Education and Qualifications

2006 - 2008	Saint Thomas Moore Catholic School		
A-Levels: 		AS-Level: 
Maths			 Business Studies
Accounting 		  

2001 – 2006	Joseph Technology College CTC
7 GCSEs Grades A-C including English and Mathematics.                    
Employment History
Feb 2020 – Present 		Driver Customer Representative          		 West Midlands Metro  
Key Responsibilities
· Ensure safe and comfortable journey for all customers.
· Provide valuable travel advice, demonstrating exceptional customer service.
· Thrive in a fast-paced environment, maintaining the smooth day-to-day running of business operations.
· Keep customers informed about travel disruptions and offer solutions.
· Uphold health and safety standards and report critical concerns. 
· Maintain a positive and approachable demeanor, handling challenging situations effectively.  

Jan 2019 – Jan 2020                       Accounts Admin Assistant                                            Prosperity Accountants Ltd
 Key Responsibilities                                                                       
· Mange sales invoice, offering forward-facing customer support.
· Prepare statements, complete VAT returns, and handle commercially sensitive information 
· Provide administive support to accountants , proficient in Excel and Sage

Aug 2013 – Dec 2018                            Supervisor                                                          Pleck General Store 
Key Responsibilities: 
· Support daily store operations, collaborating with accountants on financial processes.
· Monitor sales achievements, implement controls for financial performance.
· Process purchase invoices on Sage line 50.
· Analyze sales figures, seek areas of improvement, and present findings to senior management.
· Optimize stock management processes and ensure accurate inventory records.
· Initiate new business ideas and present them in senior management meetings.
· Handle cash transactions confidently and perform internal health and safety checks.

Other Work History 
· Sep 2008 – Mar 2013		Sales Assistant			Asda

Key Skills
· Organisational Skills: Effective planning and workload management.  
· Problem Solving: Formulate solutions to ensure company objectives are met.
· Customer Service: Identify needs, manage complaints and deliver solutions.
· Team Working: Collaborate with teams and senior management, work independently under pressure. 
· Communication Skills: Exceptional communication, negotiation, and relationship management. 
· Technical: Proficient in Microsoft Office( Excel, Access, Word and PowerPoint)
· Languages: Fluent English, Punjabi and Hindi.
· Trustworthy: Held responsible roles within customer services as a supervisor and Team leader.
· Observational Skills: Keen awareness of surroundings and effective problem handling.


Additional Information
· Driving licence held for 15 years, clean driving licence for minimum 12 months. 
· Awarded for outstanding customer service of the year at ASDA.


