Answering Service Operator

JACKSON TURNER

1, b .:..I.
‘; . & support@qwikresume.com & (123) 4567899 @ LosAngeles @ www.qwikresume.com

PROFESSIONAL SUMMARY

Enthusiastic and skilled Answering Service Operator with two years of
experience in fast-paced call environments. Proficient in managing
customer inquiries, ensuring effective communication, and
documenting interactions accurately. Dedicated to providing
outstanding service and facilitating prompt resolutions to enhance
client satisfaction.

WORK EXPERIENCE
Answering Service Operator 9 Mar / 2024-Ongoing
Seaside Innovations X Santa Monica, CA

1. Effectively communicated with customers and dispatch services to
ensure timely assistance and resolution.

2. Monitored and documented call details, ensuring accurate records
for future reference.

3. Collaborated with team members to prioritize and address urgent
client needs efficiently.

4. Utilized problem-solving skills to assess situations and determine
appropriate responses.

5. Maintained professionalism while managing challenging inquiries
and complaints.

6. Provided clear information to callers, directing them to the
appropriate resources.

7. Executed follow-up calls to ensure customer satisfaction and service
completion.

Answering Service Operator £ Mar / 2023-Mar / 2024
Silver Lake Enterprises X Seattle, WA

1. Answered incoming calls promptly, greeting callers and identifying
their needs accurately.

2. Managed emergency calls effectively, ensuring rapid response from
appropriate personnel.

3. Utilized interoffice communication systems to page relevant staff and
relay important messages.

4. Performed clerical tasks including data entry, message taking, and
appointment scheduling.

5. Maintained organized records of calls and communications for
reporting purposes.

6. Demonstrated adaptability in a dynamic environment, adjusting to
varying call volumes.

EDUCATION

Associate of Applied Science in Business N -2"08;3/
Administration
Springfield Community College ¥ Portland, OR

Focused on customer service and communication skills relevant to
business operations.
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SKILLS

Bilingual In Spanish And English
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ACHIEVEMENTS

2 Achieved a 95% customer satisfaction
rating through effective call handling and
issue resolution.

“f¢ Reduced average call response time by
15% by implementing efficient call routing
processes.

“f Successfully managed high-volume call
traffic during peak hours, maintaining
service quality.
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