
Robert Smith
Customer Service/Appointment 
Setter

Phone  (123) 456 78 99
Email: info@qwikresume.com

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

Address: 1737 Marshville Road, Alabama

SUMMARY

Dedicated and hard working office assistant seeking a position with a reputable company which 
will allow utilization of skills, abilities and experiences to ensure utmost patient satisfaction. 
Reliable and diligent with extensive experience and solid organizational skills working in a 
dynamic office environment Compassionate worker, takes direction well, meets tight deadlines, 
and delivers superior performance.

SKILLS

Windows 7.

WORK EXPERIENCE

Customer Service/Appointment Setter
ABC Corporation  December 2003 – December 2006 
 Delivered prepared sales talks, reading from scripts that describe products or services, in 

order to persuade potential customers to purchase a product or service or to make a 
donation.

 Contacted businesses or private individuals by telephone in order to solicit sales for goods or 
servic4s, or to request donations for charitable causes.

 Obtained names and telephone numbers of potential customers from various sources and 
entered into word processing system.

 Record names addresses purchases and reactions of prospects contacted.
 Adjust sales scripts to better target the needs and interests of specific individuals Obtain 

names and telephone numbers of potential customers from sources such as telephone 
directories, magazine reply cards and list purchased from other organizations.

 Answer telephone calls from potential customers who have been solicited through 
advertisement Telephone or write letters to respond to correspondence from customers or to 
follow up initial sales contacts.

 Maintain records of contacts, accounts and orders.

Appointment Setter
ABC Corporation  2002 – 2003 
 Compensation; 10ph + commission
 Fast paced environment
 Duties included; contacting potential customers, pitching the opportunity, making 

appointments, data entry, minor filing, giving directions, over all customer service, and 
handling large call volume

 During my time there I was promited to a VIP postition which bumped my pay
 I was also marketer of the week nearly every week
 Contact Lana Hank 208-1992
 Left due to severe family emergencies.

EDUCATION

Certificate in Office Specialist - (Interactive Learning Centers - Marietta, GA)Certificate in Nursing
Assistant - (Chattahoochee Tech - Marietta, GA)
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