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PROFESSIONAL SUMMARY

Motivated Contact Representative with 2 years of experience in

delivering exceptional customer service. Skilled in addressing

inquiries and resolving issues efficiently while fostering positive

client relationships. Committed to leveraging communication

and problem-solving abilities to enhance customer satisfaction

and streamline support processes in a dynamic environment.

WORK EXPERIENCE

 May / 2024-Ongoing



Contact Representative

WidgetWorks Inc. Denver, CO

1. Managed inbound and outbound calls, addressing customer

inquiries and providing accurate information.

2. Resolved customer service issues efficiently via telephone,

email, and chat.

3. Promoted products and services while ensuring customer

needs were met.

4. Monitored systems for fraudulent activity, investigating

potential credit card fraud.

5. Documented customer interactions and issues for future

reference and process improvement.

6. Provided primary customer service support, with minimal

selling required.

7. Utilized CRM software for tracking customer inquiries and

troubleshooting effectively.

 May / 2023-May / 2024



Contact Representative

Silver Lake Enterprises Seattle, WA

1. Engaged with individual taxpayers and their representatives

to address inquiries related to tax laws and regulations.

2. Responded to diverse inquiries regarding compliance,

ensuring accurate and timely information was provided.

3. Collected sensitive personal and financial data with utmost

confidentiality.

4. Conducted thorough research on taxpayer records to resolve

issues efficiently.

5. Utilized sound judgment to apply IRS accounting principles

and taxpayer rights.

EDUCATION


May /
2022

-
May /
2023



Associate of Applied Science in

Business

Central City Community College Toronto, ON

Focused on customer service management and

communication skills.

SKILLS

Service Knowledge

Microsoft Office

Email Etiquette

Record Keeping

Voice Modulation

INTERESTS

 Scuba Diving  Yoga

 Crafting  Puzzle Solving

STRENGTHS

 Insightfulness  Agility

 Gratitude  Leadership

LANGUAGES

80%

English

80%

Polish

80%

Italian

ACHIEVEMENTS

Resolved 95% of customer

inquiries on first contact,

improving overall satisfaction

scores.

Developed a streamlined process

for handling inquiries that

reduced response time by 20%.
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