
Call Operator

ROBERT SMITH

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

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

Seeking employment with a company where can use skills and talents to grow and expand the 
company. Also, to succeed in a competitive and challenging environment where can ensure 
operations remain within the company targets.

Skills

Bilingual Spanish And English.

Work Experience

Call Operator
ABC Corporation  February 2012 – September 2013 
 Answered four hundred to eight hundred phone calls per shift.
 Each call requires to be put into the computer.
 Answered every customer in a professional and timely matter.
 Answered the Spanish speaking customers as well.
 Maintained a high level of strong customer service skills, to insure the customer is always 

satisfied.
 Had a great knowledge of the city, knowing every hundred block in the city, and dispatch any 

jobs that take longer than five minutes to go out.
 Fastest call taker out of team by answering 4000 calls a month.

Call Operator
Delta Corporation  2007 – 2012 
 Following up complicated customer calls where required.
 Completing call notes and call reports as necessary and updating them in the CRM.
 Obtaining and evaluating all relevant data to handle complaints and inquiries.
 Recording details of comments, inquiries, complaints, and actions taken.
 Managing administration, communicating and coordinating with internal departments.
 Other duties as assigned.
 Assistance in pre authorizations needed for procedures as well as assisting with insurance.

Education

High School Diploma - 2004(Cennitial - Philadelphia, PA)
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