RESUME’


	Name: 			SONIKA NANDA	

Address:		2 CURLEWIS STREET GLEDSWOOD HILLS, NSW - 2557

Phone Number: 	MOB: 0401 562 602 

E- mail:			nandasonika@yahoo.com

Languages: 		English, Hindi & Punjabi

Objective

To put to use my business skills in an organization that provides challenges at international level and opportunities to progress through the recognition of hard work. To work in an innovative team environment and make a positive contribution towards the organization goals.

Strengths/Skills
· Possess full C-Class NSW Driver’s License and Car. Willing to obtain First Aid Certificate, CPR Certificate, Working with Children’s Check and National Police Check as per job requirement
· High levels of self-motivation excel with appointed targets, and set personal goals to achieve more than is expected
· Flexible and adaptable - no new task is daunting
· Exceptional interpersonal communication skills, enabling effective communication with internal & external customers
· The ability to work with diverse tasks, guidelines and expectations
· Positive & professional attitude, an asset when working with internal & external customers
· Developed and maintained excellent customer, franchise and vendor relations
· I have always considered myself as a people’s person and most of my interests and activities are socially related
· Sound knowledge of Microsoft Office (Word, Excel, PowerPoint and Outlook)
· Excellent understanding of Web Page sites, Internet functions and data analysis

Qualifications
	Year completed 
	Qualification 
	Institute  

	1997-2000
	Bachelor degree in Arts
	Delhi University, India

	2021-Ongoing
	Certificate III Health Services Assistance
	TAFE, NSW



Work Experience

1. Position: 		Disputes Analyst
Company:		American Express Australia
Period:		             Oct’06 – Jan’12 

Position Description 
· Focusing on processing pre-defined actions of certain types of claims
· Investigating & Resolving merchant disputes.
· Reviewing, interpreting and assessing dispute documentation.
· Direct dealings with Melbourne and Newcastle based administration team.
· Increase customer experience by providing information on new products and services through up selling opportunities.
· Administrative support including Generating letters, Action emails and updating records.

Accomplishments

· Promoted from Customer Care Professional to Disputes Analyst in 6 months
· Designated as Training officer for Newcastle team
· Actively involved in successful setting up of new Call Centre in Newcastle
· Recognized for exceptional Customer service through customer satisfaction surveys 

References 

Available on Request
