JOHN DOE | Healthcare Customer Service Representative
123 Main Street, Anytown, CA * 555-555-5555 * john@example.com * Linkedin.com/username
OBJECTIVE
[bookmark: _GoBack]Seeking a Customer Service Representative role with LibMan Health Services, to directly handle client and patient inquiries and complaints about laboratory testing, as well as take responsibility for correspondence with customers on billing for testing services; bringing over two years of experience in the healthcare industry, as well as outstanding organizational and analytical abilities.
	WORK EXPERIENCE
GT Healthcare Inc. Anytown, CA
 July 1, 2022 - Present
Customer Service Representative
· Handle incoming phone calls and emails from clients regarding their lab test results, billing questions and other general inquiries.
· Provide excellent customer service by answering questions thoroughly, correctly, and courteously.
· Follow up on outstanding issues to make sure clients receive prompt resolution.
· Maintain accurate records of all outgoing calls and emails, including date, time, caller ID, notes, etc.
· Assist in resolving customer complaints and/or concerns quickly to their satisfaction.
· Ensure that all incoming calls and emails get handled within 2 minutes.
· Communicate with customers professionally to build sustainable relationships with them.
AWARDS AND RECOGNITIONS 
  >> Best Customers’ Friend  | GT Healthcare Inc. | Dec. 2023
  >> Best Problem Solver | GT Healthcare Inc. | Dec. 2024

	CORE COMPETENCE
· Ability to apply CRM systems and practices effectively 
· Analytical Skills
· Problem Solving Skills
· Communication Skills
· Customer Focus
· Ability to work excellently well in fast-paced environment
· Multitasking
· Ability to quickly learn and use new technologies
· Strong knowledge of PC and computer navigation skills
· Bilingual; fluent in English and Spanish
· Ability to keep sensitive and confidential information safe
EDUCATION AND TRAINING
· High School Diploma | Lakewood High School                   Jan. 2022 
· Customer Service Training | GT Healthcare Inc.               Oct. 2022 
COMMUNITY INVOLVEMENT
Participated in local community events, including blood drives, fundraisers, etc.




