Your Full Name
Street Address * City * State * Zip Code * Phone Number * Email Address
Job Title * Alternate Title* Alternate Title

Statement that describes your background and your personal character (Example)

Motivated, enthusiastic administrative assistant with strength in scheduling, travel arrangements and handling confidential material

SKILLS

Organized • Customer Service • Data Entry • Cash Handling • Inventory • Quality Conscious

Problem Resolution • Multi-Task Oriented• Active Listener • Trainer •  Microsoft Office

PROFESSIONAL EXPERIENCE

Occupation (Customer Service)

List statements pertaining to your occupation (example below)

· Successfully achieved record of zero accidents in warehouse, 2 years consecutively

· Directed and coordinated staff activity in order to ensure safety regulations were upheld

· Recognized by management for excellence in customer service
· Confer with customers by telephone or in person to provide information about products or services, take or enter orders, cancel accounts, or obtain details of complaints.

· Keep records of customer interactions or transactions, recording details of inquiries, complaints, or comments, as well as actions taken.

· Check to ensure that appropriate changes were made to resolve customers' problems.

· Determine charges for services requested, collect deposits or payments, or arrange for billing.

Work History
	Name of Company,


	Customer Service,


	City, State


	Years




EDUCATION & TRAINING
(Begin with most recent and put in order from most recent to oldest)
Name of School, City, Stat : Degree or Certificate
Example:

Sample High School, Sample, RI:  General Equivalency Diploma 2011

