
Robert Smith
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Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

To be a dedicated customer service representative where people and phone skills, along with 
computer experience and motivation to maintain customer satisfaction can contribute to company
success.

SKILLS

Bilingual Spanish.

WORK EXPERIENCE

Jr. Answering Service Operator
ABC Corporation  May 1997 – November 1997 
 Communicated customer address to tow truck driver for dispatch Kept track of driver location 

Answered police calls for tow truck dispatch.
 Dispatched driver in accordance with revolving company list.
 Contacted appropriate on call person for after hours customer concerns of multiple 

businesses.
 Determine response requirements and relative priorities of situations, and dispatch units in 

accordance with established procedures.
 Record details of calls, dispatches, and messages.
 Question callers to determine their locations, and the nature of their problems to determine 

type of response needed.
 Answer phone calls Direct callers to whom they should speak with Leave messages.

Answering Service Operator
ABC Corporation  1995 – 1997 
 Responsible for answering the phone, greeting callers, establishing clients reason for calling, 

and resolving issue by contacting appropriate person that could help address the importance 
of the call in the appropriate manner.

 Route emergency calls appropriately.
 Answer incoming calls, greeting callers, providing information, transferring calls or taking 

messages as necessary.
 Page individuals to inform them of telephone calls, using paging or interoffice communication 

equipment.
 Relay or route written or verbal messages.
 Perform clerical duties, such as typing, proofreading, accepting orders, scheduling 

appointments, and sorting mail.
 Keep records of calls placed and charges incurred..

EDUCATION
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