John Doe | Detailed-Oriented Customer Service Specialist
123 Main Street, Anytown, New York * 555-555-5555 * john@doe.com * Linkedin.com/username 
OBJECTIVE
Seeking the job of Customer Service Specialist at Triple K Company, where extensive contact center expertise, dispute resolution, and client service abilities will be used to effectively handle a large number of inbound customer complaints, queries, and order requests.
CORE COMPETENCE
· 
· Excellent interpersonal skills
· Ability to communicate clearly and concisely through phone calls, emails, and online chats
· Strong analytical reasoning skills
· Proactive problem solving abilities
· Ability to multi-task efficiently
· Knowledgeable in Microsoft Office
· Passion for assisting people

WORK EXPERIENCE

XYZ Company, California
Customer Support Specialist
Feb 2022 – Sept. 2024
Responsibilities Included:
· Assisted clients with their problems by responding to their questions, providing solutions, and resolving their concerns.
· Maintained effective communication with clients via email, chat, and telephone.
· Used knowledge of Microsoft Office applications to create reports and documents as needed


ABC Inc. California
Customer Service Representative
Jan 2021 – Jan 2022
Responsibilities Included:
· Provided excellent customer service by maintaining a friendly demeanor while helping clients resolve their problems.
· Ensured that all incoming calls were answered within one minute.
· Handled all incoming calls and responded to them appropriately.
· Followed up on outstanding issues and resolved them promptly.
· Worked closely with other departments to ensure timely completion of work orders.
· Communicated with clients using various methods including email, text messages, and live chat.

EDUCATION AND CERTIFICATIONS
· High School Diploma | Sir Danley High School, New York | Sep. 2020
· Certified Customer Service Specialist (CCSS) | Sep. 2021
· Certified in Microsoft Office Suite | Sep. 2022
· [bookmark: _GoBack]Certification in Call Center Operations. Sep. 2023

