SKILLS

Crisis Management
e 6 &8 &6 06 6 0 ¢

Documentation Management

Negotiation Skills
e 6 6 &6 &6 06 6 0

Customer Retention

Scheduling And Planning
e 6 8 &6 6 06 0 0

Client Outreach
e &6 06 06 60 0 O

INTERESTS
(¢ Birdwatching @i} Traveling

() Sports Coaching ® Knitting

STRENGTHS

LANGUAGES

English Mandarin Dutch

ACHIEVEMENTS

‘¢ ncreased client satisfaction ratings
by 20% through improved service

delivery.

E" Streamlined scheduling processes,
reducing appointment conflicts by

30%.
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PROFESSIONAL SUMMARY

Client Services Assistant with 5 years of extensive experience in optimizing
client interactions and administrative processes. Proven ability to enhance
client satisfaction through effective communication, meticulous
documentation, and proactive problem-solving. Committed to driving
efficiency and fostering positive relationships in a fast-paced environment.

WORK EXPERIENCE

Client Services Assistant 8 Apr/2021-Ongoing

Maple Leaf Consulting X Toronto, ON

1. Managed administrative processes for client interactions, ensuring timely
responses and follow-ups.

2. Prepared and organized detailed reports for client accounts, enhancing

documentation accuracy.

3. Coordinated schedules and meetings for clients, optimizing their

experience with our services.

4. Processed financial transactions and maintained accurate accounting

records for client accounts.

5. Implemented client feedback systems to identify areas for service

improvement.

6. Facilitated commmunication between clients and internal teams, ensuring

alignment on project goals.

7. Trained new staff on client service protocols, promoting best practices

within the team.
Client Assistant & Apr/2020-Apr /2021

Lakeside Apparel Co X Chicago, IL

1. Provided personalized support to a diverse caseload of clients, ensuring
their needs were met effectively.

2. Assisted clients with daily tasks, including appointment scheduling and

resource referrals.

3. Engaged with clients in a compassionate manner, fostering trust and

rapport.

4. Maintained accurate records of client interactions and progress, ensuring

compliance with organizational standards.

5. Collaborated with multidisciplinary teams to improve service delivery for

vulnerable populations.

6. Developed and implemented client care plans tailored to individual

needs.

EDUCATION
Bachelor of Arts in Communication & Apr/2019-Apr /2020
University of Phoenix ¥ Toronto, ON

Focused on effective commmunication strategies and client engagement.
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