[Your Name]
[Customer Service Representative] · [Phone, chat and email] · [Industry, e.g. utilities or retail]
[City, State] · [email@example.com] · [(555) 555-0100] · [LinkedIn or portfolio URL]
SUMMARY
[Customer service representative with N years handling (contact types) for (industry or company type). Strongest at (one thing, e.g. calming billing disputes). Comfortable in (systems). Looking for (shift, channel or team in the posting).]
SKILLS
Channels: [Inbound phone, live chat, email tickets, social messages, walk-in counter]
Systems: [Zendesk, Salesforce Service Cloud or Freshdesk, your company's billing or order system]
Strengths: [De-escalation, accurate data entry, typing speed in words per minute if tested]
EXPERIENCE
[Customer Service Representative], [Company], [Department or queue]
[City, State or Remote] · [Mon YYYY] – [Present] · [Full time or part time]
1. [Handle (N) contacts per (shift or day) across (channels), with a (score) satisfaction rating against a team goal of (score)]
1. [Resolve (percent) of issues on first contact, above the team average of (percent), by (habit, e.g. checking account history before answering)]
1. [Keep average handle time at (minutes) while scoring (percent) on quality audits]
1. [Take escalations for (issue type) and trained (N) new hires on (system or process)]
1. [Wrote (N) help articles or macros that reduced repeat contacts about (topic)]
[Previous customer-facing job, e.g. Cashier or Front Desk Agent], [Company]
[City, State] · [Mon YYYY] – [Mon YYYY]
1. [Served (N) customers per shift at (counter, register or desk), handling (returns, payments, complaints)]
1. [Recognized for (customer compliment, employee of the month, mystery shopper score)]
1. [Covered (opening, closing, scheduling) when (lead or manager) was out]
LANGUAGES
[Spanish or other language] · [Native, fluent or conversational] · [Used daily with customers: yes or no]
[Second language] · [Level]
EDUCATION
[High school diploma or GED], [School], [YYYY]
[Associate degree or certificate, if any], [College], [YYYY]
