
Client Service Coordinator

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

As a recent graduate, I am looking for a challenging environment to apply my education and work 
both as a member of a team and as an individual. I look forward to developing professional skills 
while working towards building a career.

Skills

Microsoft Office, Type 60 Wpm.

Work Experience

Client Service Coordinator
HR Block  December 2010 – 2019 
 Interface with customers and sales representatives to handle both pre-sales and post-sales 

service functions.
 Provide outstanding customer service to improve customer satisfaction and relationship.
 Handle and resolve customer complaints/inquiries via mail or phone in a timely and accurate 

manner.
 Monitor product order shipment to ensure on-time delivery to customers.
 Maintain competent understanding of companys products, their functions and alternatives.
 Maintain database of customer sales order and invoicing records.
 Assist in product purchasing and order fulfillment activities such as taking orders, giving 

pricing information.

Client Service Coordinator
ABC Corporation  2006 – 2010 
 Operated a multi-line phone system and answered incoming calls in a fast paced 

environment.
 Prepared surgery and appointment charts for the following day.
 Followed up with clients to check on their pets health.
 Processed payments for clientele.
 Performed patient registration.
 Be the first point of contact dealing with a variety of people while providing great customer 

service.
 Enrolled and informed people of the different wellness-plans that Banfield.

Education

Diploma
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