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MIA TAYLOR
Business Center Client Relations Representative

support@qwikresume.com

(123) 456 7899

Los Angeles

www.qwikresume.com

SKILLS
Client Appointment Coordination

Proficient In Microsoft Office Suite

Effective Time Management

Appointment Scheduling

Team Collaboration

Conflict Resolution

INTERESTS
 Birdwatching  Traveling

 Sports Coaching  Knitting

STRENGTHS

 Pragmatism  Sensitivity

 Sincerity  Stability

LANGUAGES

English Italian Russian

ACHIEVEMENTS
Achieved a 20% increase in client

satisfaction ratings through

dedicated service and follow-up.

Streamlined account opening

processes, reducing average

processing time by 30%.

PROFESSIONAL SUMMARY
Driven Client Relations Representative with 5 years of experience in

business center environments, specializing in exceptional customer service

and relationship management. Proven ability to enhance client satisfaction

through effective communication and problem-solving. Committed to

optimizing operational processes and fostering strong client connections

for sustained business success.

WORK EXPERIENCE

 Mar / 2021-Ongoing



Business Center Client Relations Representative

Seaside Innovations Santa Monica, CA

1. Provided specialized customer service to VIP clients, ensuring

personalized attention and satisfaction.

2. Managed a range of banking transactions, including loan payments,

account transfers, and check orders, with precision.

3. Facilitated the opening and closing of new accounts, ensuring

compliance with documentation requirements.

4. Collaborated with the Treasury Management Department to enhance

services for commercial clients.

5. Processed customer bill payments efficiently with third-party vendors.

6. Handled daily requests for money orders, ensuring prompt service

delivery.

7. Assisted clients with vehicle registration requests, providing thorough

support and information.

 Mar / 2020-Mar / 2021



Business Center Representative

Lakeside Apparel Co Chicago, IL

1. Certified Tax Collector, managing financial transactions and customer

inquiries effectively.

2. Executed cash handling procedures with accuracy, minimizing

discrepancies.

3. Delivered outstanding customer service while promoting various

products and services.

4. Utilized the HEB POS system to conduct transactions with minimal

errors.

5. Maintained strong customer relations through effective communication

and problem-solving.

6. Oversaw phone communications, directing calls and managing billing

inquiries promptly.

EDUCATION
 Mar / 2019-Mar / 2020



Bachelor of Business Administration

University of Texas Seattle, WA

Focused on business management principles and customer relations

strategies.
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