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CURRICULUM VITAE
	PERSONAL DETAILS:
	

	Full name:

Address:
Email address:

Telephone number:
	Paulina Zurakowska
Am Roten Stein 12

38539 Müden / Aller
p.zurakowska@hotmail.co.uk
05375 955 718

	
	

	PROFESSIONAL EXPERIENCE:
	

	October 2013 –

June 2014


	Inside Sales Regional Account Manager at Office Depot UK
Plot 1 Alexandria Drive
Ashton Moss
Ashton-under-Lyne
Manchester
OL70QN
Main duties:
· Meet and exceed account management targets

· Identify decision makers within targeted leads to begin sales process

· Set up and deliver sales presentations, product/service demonstrations, and other sales actions

· After-sale customer care via telephone and e-mail

· Handle inbound, unsolicited prospect calls and convert them into sales

· Overcome objections of prospective customers

· Up sell and cross sell range of products and services to existing customer base in order to achieve monthly sales target

· Achieve all set up KPI’s: basic and additional sales, IMU and IMU%, returns, number of dials per day, call time statistics

· Emphasize product/service features and benefits, quote prices, discuss credit terms, and prepare sales orders and/or reports 

· Recognise, evaluate and capitalise on potential opportunities for additional business within accounts 

· Identify, qualify and quantify potential threats to your accounts. Recommend and implement action plans, investigate and troubleshoot customer service issues

· Work closely with the TAM Team e.g. on issue escalation, ensure customer problems are tracked, resolved and followed-up 

· Take ownership of your customer's issues or needs to ensure that all aspects are resolved and/or seen through to completion 

· Use ideas and solutions to meet customer needs ensuring that their expressed and underlying needs are satisfied 

· Understand and keep up to date on the latest technology developments and technical issues affecting your accounts
· Maintain up to date records on our CRM system (SalesForce)
· Enter new customer data and update changes to existing accounts in the corporate database

	April 2012 - 

October 2013
	Sales and Service Advisor at Office Depot UK
Plot 1 Alexandria Drive
Ashton Moss
Ashton-under-Lyne
Manchester
OL70QN
Main duties:
· Developing customer loyalty and enhancing their experience of dealing with Office Depot via a selection of media, including inbound calls/outbound campaigns, electronic communications

· Building long term customer base by efficiently processing all customer presale / after sale queries and orders and effectively  managing the customer relationship

· Gaining maximum sales values and share of wallet from every customer by actively seeking out sales opportunities

· Identifying customer's needs through effective communication and passionate customer service thereby increasing company sales and growing shareholder value

· Being aware of and working towards departmental and individual objectives to create a consistent and competitive workplace

· Delivering and outstanding service with all internal and external customer contact, exceeding customer expectations and wowing on recovery

	January 2012 -

April 2012
	Property Manager at Edenvale Property Management UK Ltd. (temporary contract)
Skyline Central 10-12 Rochdale Road

Manchester

M4 4JR
Main duties:
· Property management

· Rent allocation
· Dealing on a day to day basis with agreements between tenants and landlords

· Maintaining good relationships with corporate clients

· Working with clients on an individual basis, finding suitable accommodation for their needs

· Completing booking and reference forms and processing applications and contracts between landlords and tenants

· Taking initial deposits

· Handling customer queries and complaints and arranging maintenance teams to the properties

	September 2011 -

December 2011
	Customer Service Assistant / Administrator at AarhusKarlshamn UK Ltd. (temporary contract)

Falcon Street

Oldham

Manchester

OL8 1JU
Main duties:
· Dealing with customers, suppliers and contractors over the phone and by e-mail
· Booking in customer orders and producing accurate documentation for third party distribution contractors

· Liaising with third party distribution contractors, on-site warehouse, third party managed warehouse locations and contractors advising of delivery booking dates and times etc.
· Processing orders
· Liaising with internal departments regarding customer booking/delivery information and query resolution

· Delivery monitoring to ensure orders were despatched to customer specification
· Processing invoices

· Switchboard

· Office stationery management

· General administration and secretarial duties



	June 2011 - 

September 2011
	Accounts Assistant / Credit Controller at Per-Scent Ltd.

(temporary contract)

Churchill Point

Lake Edge Green

Trafford Park Road

Manchester

M17 1BL
Main duties:
· Running weekly debtors reports to provide vital data to the managers and senior credit controllers

· Daily funds reconciliation

· Preparation and distribution of customer statements

· Liaising with customers in regards to their orders and payments

· Processing invoices

	April 2010 - 

April 2011
	Technical Analyst at United Utilities

Stockport WwTW

Heathside Park Road

Cheadle Heath

Stockport

SK3 0PT
Main duties:
· Preparation, analysis and collation of all relevant flooding information to ensure compliance with external regulatory audit requirements e.g. OFWAT Reporter – June return

· Ensure all flooding incidents deadlines are met and completed on a monthly basis in-line with the ‘flooding audit reports’, liaising with the District Engineer’s and Network Manager’s and all flood packs are completed to enable incidents to be verified

· Set up and maintain robust data storage and tracking systems to ensure compliance with all aspects of the wastewater operations flooding and business processes

· Manage customer complaints, liaising with Network Manager(s), District Engineer(s) and Network Performance Technician(s) ensuring complaints are dealt with in a timely manner and an audit trail is kept and recorded appropriately

· Share best practice across network field offices across the region to ensure a consistent way of working is adopted

· To support the monitoring of team performance against targets – manage improvement action logs and track completion of actions

· Support District Engineer/Network Performance Technicians in the event of a pollution incident, maintain/record information and track

· Organise and collate H&S/in-house training requirements for team, highlighting any necessary/forthcoming training events or changes in company training requirements

· Act as a focal point for the field in order to disseminate requests for information

· Maintain central records of information on wastewater network assets

· Collate orders and send to supply chain where appropriate, tracking and goods receipting and liaising with suppliers

· Monitoring of data on the Wastewater Incident Reporting System (WIRS), ensuring correct information and highlighting any irregularities to the District Engineer

· Maintain library of CCTV data and flooding incident documentation

· To provide administrative support at significant event / post event / post incident meetings

· Provide ad hoc support to various projects

	July 2009 - 

April 2010
	Office Administrator at Silcock Leisure Group

Fun Palace Amusements

125-141 Central Promenade

Blackpool

FY1 5BE
Main duties:
· Payroll (Sage 50)

· Processing invoices

· Secretarial duties, switchboard

· Stock control
· Dealing with customers, suppliers and contractors over the phone and by e-mail

· Office stationery management

	January 2010 -

February 2010

(occasional in the past to cover ad hoc duties, staff holidays and sick leave)

	Lettings Agent at Brighter Lets, Bespoke Property Management

Brights Property Ltd.

342 Waterloo Road

Blackpool

FY4 4BH
Main duties:
· Dealing on a day to day basis with agreements between tenants and landlords

· Maintaining good relationships with corporate clients

· Working with clients on an individual basis, finding suitable accommodation for their needs

· Completing booking and reference forms and processing applications including DSS paperwork and contracts between landlords and tenants

· Taking initial deposits

· Handling customer queries and complaints and arranging maintenance teams to the properties

· Answering the telephone, replying to emails and dealing with general enquiries

	April 2008 -

March 2009
	Lettings Negotiator at Letts Rent-a-Home Lettings Agents

(closed down)

254 Preston New Road

Blackpool

FY4 4RH
Main duties: 
· Dealing on a day to day basis with financial accounts and agreements between tenants and landlords

· Maintaining good relationships with corporate clients
· Escorting applicants around a selection of properties
· Working with clients on an individual basis, finding suitable accommodation for their needs

· Completing booking and reference forms and processing applications including DSS paperwork and contracts between landlords and tenants

· Taking initial deposits and coordinating the administration and check-in procedures

· Handling customer queries and complaints and arranging maintenance teams to the properties
· Answering the telephone, replying to emails and dealing with general enquiries

· Banking

	August 2007 -

November 2007
	Finance Assistant at the Finance Department

Pontins Holiday Centre (closed down)

Clifton Drive North

Blackpool

FY8 2SX
Main duties:
· Purchase ledger

· Processing invoices

· Dealing with suppliers face to face, by mail and over the phone

· Payroll of 200 season staff

· Ensuring correct and accurate allocation of all monies on a daily basis

· HR duties - recruitment


	EDUCATION:
	

	September 2012 - 

April 2013
	BTEC and NVQ in Customer Service at Office Depot UK

	October 2005 -

April 2009
	University of Business and Commerce in Wroclaw
Faculty of Economic and Management Sciences
Main field of study and field of specialization:

Tourism and Recreation; Economy of Tourism 

Level of qualification: Bachelor’s Degree
SUBJECTS: 
· Marketing

· Accommodation Sector/Industry

· Economics

· History of Art

· Sociology

· IT

· Health & Safety

· Political and Economical Geography

· Ecology

· Psychology

· Theory and Methodology of Leisure

· Tourist Turnout

· Property/Housing Market

· Law in Tourism and Leisure

· Accounts of a Business

· Tourism and Travel Business Management


	ADDITIONAL SKILLS:
	Applications:

Microsoft Dynamics NAV (Navision), SAP, CRM applications: SalesForce DC and Business Collaborator, WIRS, Bond Adapt, Sage 50 (payroll), Gnomen CMS, Microsoft Office package: Word, Excel, PowerPoint, Access, Publisher;

Very good communication skills, excellent planning and time management skills, adaptable, organized, quick learner, strong interpersonal skills, good team worker, ability to work well under pressure, very good attention to detail, good sense of humor, full and clean European driving license


	OTHER:
	Member of Office Depot Charity Committee supporting NSPCC Stop Child Abuse National Charity

Active member of the Sport Relief and Comic Relief (Red Nose Day) charities  

An extra in the “Theatre of Dreams” film

Conducting campaign among students community “Wampiriada” - gathering blood for hospitals in Wroclaw / Poland


	REFERENCES:
	Mrs. Sarah Kay
Human Resources Manager
Plot 1 Alexandria Drive

Ashton Moss

Ashton-under-Lyne

OL7 0QN

Tel: 0161 301 8203

Fax: 0844 871 5061
Mobile: 07734 074 334

Email: sarah.kay@officedepot.com
Mr. Mitchell Griffiths
Brighter Lets, Bespoke Property Management

Brights Property Ltd.

342 Waterloo Road

Blackpool

Lancashire

FY4 4BH

Tel: 01253 625745


