Regan Patrick
To Whom It May Concern

Re: Position Advertised
The attached resume details my extensive experience and training. If you choose to interview and hire me, you will not be disappointed.

As a management professional with years experience and a reputation for optimal performance, I believe I can contribute immensely and make a success of the position advertised.

I have over seven year’s management experience in various business sectors. I am a highly motivated individual who is results driven and goal orientated and finds it easy to motivate those around me. My expressive analytical personality type allows me to work on my own and in a team.

In review of the company’s objectives, I believe that my experience is in perfect line with your current needs. If you are looking for a dependable, results-oriented professional with a solid performance track, then look no further. I would be interested in speaking with you to discuss the value that my strengths and experience can bring to this position.

Thank you for taking the time out to read through my resume. I look forward to hearing from you.

Regards,

Regan Patrick

083 273 7974

regan.patrick1@gmail.com
Regan Patrick

Cell: 083 273 7974

Email: regan.patrick1@gmail.com
Executive Summary
Experienced Customer Services Manager professional with strong leadership and relationship-building skills.
Skill Highlights
· Client account Management
· Team Player

· Staff training/development
· Microsoft packages competent

· Employee scheduling

· Fast Learner

· Administrative skills
· Bilingual
Professional Experience
February 2007
Client Service Manager



Honeydew JHB

The Office Plant
· Customer care and liaison

· Attending to customer complaints and visitation
· Resolving Customer queries

· Customer Account Management – responsible for all customer related issues
· Ensure that the Customer is satisfied with the service and office plants ordered

· Complete daily admin and quotes relating to existing clients

· Pre-planning and layout meetings of new installation with client

· Ordering of new pots and plants as per client request

· Site visitation and floor planning

· Installation meetings held with maintenance staff.

· Manage installations of new plants done by the maintenance team
· Quality control
· Identified  problem areas and ensured corrective action was taken

· Manage and control spend in line with budgets

· Effectively manage staff for optimum service quality and workmanship

· Weekly and monthly reporting – Operational

· Improved profitability by managing operating expenses

· Staff appraisals

· Measure and control staff time keeping

· Manage a staff of 23 field technicians servicing respective clients

· Initiating and chairing staff disciplinary hearings

· Maintaining  and follow-ups of debtors days and cheque collections

· Administration of claims and petty cash

· Ensuring that staff members are customer focused.

· Ensuring that Service technician deliver high quality service
· Assisted in developing and implementing standard policies and procedures

November 2005 to
Branch Operations Supervisor
January 2007

Midrand JHB
Rentokil Tropical Plants

· Customer Care and administration.

· Logistical planning off service area

· Attending to customer complaints and visitation.

· Responsible for company’s fleet vehicles 43.
· Driver Scheduling

· Reconciliation of fuel reports and leasing costs

· Daily vehicle inspections

· Fleet operations
· Managing all staff administration, this consists of 43 permanent employees and 4 Supervisors.

· Stock control.

· Staff Training, planning and development.

· Staff appraisals

· Scheduling service areas

· Analysing P&L

· Budget Control, ensuring that all expenditure is within budget limits.

· Assist the Branch Manager.

· Empowering employees to achieve their goals.

· Ensuring that staff members are customer focused.

· Ensuring that Service technician deliver high quality service

· Health and Safety Official for Branch

· Ensuring the service not carried out is as low as possible 

December 2003 to
Credit Manager

October 2005

Johannesburg





Edgars Retail Store

· Managing all customer related queries.

· Responsible for the stores bank reconciliation.

· Managing New Accounts Department.

· Compiling reports of the daily figures from all stores in the Division and reporting the compiled figures to Head Office.

· Managing all staff administration, this consists of 5 permanent employees, 7 PPT’s (partly permanent) staff and 15 casual (part time) staff members.

· Staff planning and development.

· Key holder for store, responsibilities include opening and closing store and first contact when stores alarm had been trigged.

· Debtor’s payments, example, electricity, rent.

· Payment of all sundry debtors, example, caterers, plumber, handy-man.

· Reconciling all store financial reports.

· Budget control.

· Assist the Store Manager.

· Empowering employees to achieve their goals.

· Ensuring that staff members are customer focused.

· Arrange promotions for specials in store

· Arrange “Red Carpet” evenings for valued customers, i.e. food and entertainment.

· Arrange advertising event for launch of new products to staff.

· Quarterly staff appraisals
February 2002 to
Service Centre Manager

November 2003
Johannesburg




Edgars Retail Store

· Auditing of procedures set out by Edcon, ire cash credits, overs and under's reports, supervisor override reports, retech reports, user terminal balancing reports, recovery – mode reports, cash office procedures, credit office procedures, retech price change reports.

· Staff administration, which consisted of 68 casuals (part time) staff, 18 PPT’s (partly permanent) staff and 10 permanent staff members.

· Staff planning and development.

· Liaising with customers on all levels. 

· Handling of customer complaints and coming up with the best solution, that will keep the customer happy and be an advantage for the company.

· Training all new staff on product sales, pay point sales, merchandising, administration skills, stock taking and most important Customer Service.

· Handling and resolving all the stores disputed purchases. 

· Managing New Accounts department.

· Managing the stock take of the store, i.e. setting up systems and zones for stock take.

· Initiating and chairing staff disciplinary hearings.

· Quartly staff appraisals
Education

Riverlea Senior Secondary

Subjects:

English, Afrikaans, Mathematics, Science, Biology, Geography

Johannesburg Technical College


Studied for a draughtsman

N1 – N5
Building Draughting, General Draughting, Technical Illustration
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