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To obtain a Customer Coordinator position within a large corporation utilizing my 
computer, communication, and organizational skills. Responsible for planning and 
coordinating all office personnel and maintains a prompt & efficient work 
environment, while processing paperwork for Customer, Internal, and Personalization
for accounting. 

EXPERIENCE

Customer Coordinator
ABC Corporation - MAY 2007 – JANUARY 2008

 Handled customer questions, complaints, and billing inquiries with the
highest degree of courtesy and professionalism to resolve customer 
issues with one call resolution.

 Offered alternative solutions where appropriate with the objective of 
retaining customers business.

 Handled business transactions in connection with the activation of the
new customer account on a computer terminal.

 Communicated with customers using web-based tools and 
demonstrates the associated proficiency in typing and grammar.

 Assisted guests requesting information on PDC services including but 
not limited to vehicle detailing, vehicle reconditioning, and 
accessories.

 Assisted Manager with daily activities, including monitoring team 
performance, attendance, and customer satisfaction ratings.

 Maintained inventory while coordinating inventory level; placing and 
expediting orders for supplies and verifying receipt of supplies.

Customer Coordinator 
ABC Corporation - 2002 – 2007

 Accountable for front- line supervision of 15 Customer Service 
Associates.

 Provided coaching to associates through constructive communication 
and timely, relevant feedback.

 Managed overall team productivity and workflow.
 Greet each customer as they entered the store,  clean and keep up 

with the appearance of the store, and I do the phone inventory.
 Provided customer service to people regarding pet emergencies 

Received and properly routed busy inbound &amp; outbound phone 
calls requesting information.

 Data entry of customer information into the computer system Strong 
customer service skills and ability to multi-task in a busy environment
Kept area.
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to your current role.

EDUCATION

 Diploma - 2005(University of Phoenix in Lafayette - Lafayette, LA)

SKILLS

Microsoft Office, Customer Service, Computer.
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