
Robert Smith 
Customer Care Consultant/Manager

PERSONAL STATEMENT

Seeking a challenging job with an excellent environment and work culture 
that encourages continuous learning and creativity, providing exposure to 
new ideas that stimulate professional as well as personal growth. Aiming to 
achieve a meaningful and good position in the workplace, using skills and 
experience.

WORK EXPERIENCE

Customer Care Consultant/Manager
ABC Corporation -   July 1996 – September 2000 

Responsibilities:

 Answers incoming telephone calls in a prompt, professional, and 
friendly manner.

 Gather information about the customer to place product/service orders 
or transfer the customer to the appropriate person necessary to handle 
their issue.

 Inputs data into computer utilizing various Afni and client-software 
packages.

 Attends training to update system and product knowledge.
 Recommend new ideas and procedures to improve efficiency and 

effectiveness.
 Build and maintain rapport with the customer.
 Utilize Afni and client reference information and computer software to 

investigate and update activity on customer account.

Customer Care Consultant
ABC Corporation -   1993 – 1996 

Responsibilities:

 Troubleshoot and resolve customer service inquiries while building a 
relationship with the customer

 Provide service to customers seeking assistance with post-order issues 
such as returns, replacements, refunds, delivery status, back order 
inquiries, and any other issues that may arise in the order fulfillment 
process

 Exceed customer satisfaction, efficiency metrics, and issue resolution 
targets

 Continuously look for areas of improvement and communicate trends in 
customer calls to leadership as appropriate

 Simultaneously navigate multiple software applications and 
technologies

 This is Dummy Description data, Replace with job description relevant 
to your current role.

 This is Dummy Description data, Replace with job description relevant 
to your current role.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Process Improvement, 
Customer Service, Lead 
Generation, Salesforce, 
Microsoft Office, Problem
Solving, Database 
Management, 
Communications, 
Quantitative Analysis

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

Associate - 1992 (Southern Union State Community College)
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