
Robert Smith 
Senior Customer Care Specialist

PERSONAL STATEMENT

Looking to obtain employment in a company where growth is available 
professionally and personally. Seeking challenging opportunities where 
utilizing my skills for the success of the organization is always obtainable. 
To succeed in a stimulating and challenging environment that will provide 
me with advancement opportunities, and knowledge inside and out of the 
inquiring field that is desired. In which this may help ones self-excel with 
hard work, perseverance and dedication.

WORK EXPERIENCE

Senior Customer Care Specialist
ABC Corporation -   August 2015 – March 2016 

Responsibilities:

 Manage customer inquiries for all products and services and ensure 
timely resolution for the same.

 Analyze customer inquiries and assist for all services offered by an 
organization and ensure resolution for the same.

 Schedule work for personnel and resolve issues for a customer within a 
timeframe.

 Monitor customer care goals and develop improvements in customer 
care services.

 Coordinate with various departments and customer and resolve all 
technical and operational issues.

 Provide support to customer care applications and ensure satisfaction 
for same.

 Analyze customer care feedback and recommend improvements in 
customer care services.

Housekeeping Supervisor
ABC Corporation -   August 2006 – August 2009 

Responsibilities:

 Supervise work activities of cleaning personnel to ensure clean, orderly,
and attractive rooms in hotels, hospitals, educational institutions, and 
similar establishments.

 Assign duties, inspect work, and investigate complaints regarding 
housekeeping service and equipment and take corrective action.

 May purchase housekeeping supplies and equipment, take periodic 
inventories, screen applicants, train new employees, and recommend 
dismissals.

 Perform any combination of light cleaning duties, making beds, 
replenishing linens, cleaning rooms and halls and vacuuming.

 Collected customer feedback and made process changes to exceed 
customer satisfaction goals.

 Respond to telephone inquiries and complaints using standard scripts 
and procedures.

 Following company protocol regarding attendance adherence and 
average call handle time.
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CONTACT DETAILS

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

SKILLS

Excel & Word Document 
Strong Communication, 
Adaptability, Customer-
Service, Multitasking, 
Grace Under Pressure, 
Prioritizing, Attention To 
Detail, Collaboration, 
Energetic Work Attitude, 
Professionalism

LANGUAGES

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

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

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

Linguistics - (Javeriana University - Bogota, Cundinamarca)Sales 
Management - (Javeriana University - Bogota, Cundinamarca)
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