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SUMMARY

Customer Billing Specialist is responsible for Processing all inbound and outbound billing 
transactions, including credit card charges, invoices, refunds, and adjustments, Providing an 
excellent customer experience by answering questions about billing and account setup, Assisting 
customers with new accounts to ensure they understand the billing process.

SKILLS

Billing, Planning, Interpersonal Skills.

WORK EXPERIENCE

Customer Billing Specialist
ABC Corporation  March 2009 – December 2015 
 Managed delinquent accounts to ensure the timely collection of all balances owed.
 Assisted in the identification and implementation of new products or services.
 Maintained a high level of customer satisfaction by resolving billing and account inquiries.
 Ensured all information associated with the account is accurate and up-to-date, including 

balances, due dates, etc.
 Ensured customers receive their bills on time.
 Handled customer inquiries about billing or payments.
 Processed all credit card payments.

Customer Billing Specialist
Delta Corporation  2004 – 2009 
 Processed transaction/billing follow-up; corrections 30+ shipment verifications per day 

Packaged and tracked shipments Directed visitors, and .
 Progressively advanced from performing all Front Desk Clerk duties to supervising a staff of 8.
 Promoted to Housekeeping Supervisor with a staff of 20 for rooms, public areas, and laundry 

Promoted to Operations Manager to be responsible for all .
 Completed Connect U Courtyard Brand Immersion and Operations Manager Fundamentals.
 As a billing specialist I handled a wide variety of customer service duties.
 My duties included processing of all payments, answering billing questions, updating personal

information, offering products and features that fits .
 It was my responsibility to make sure my customers had a clear understanding of our services

provided.

EDUCATION

GED
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