
Robert Smith 
Customer Coordinator

PERSONAL STATEMENT

Objective is to work in a fast-paced professional environment in which can 
demonstrate my exceptional teamwork skills. Have an excellent work ethic 
and fell that would be a great asset to your company in any position.

WORK EXPERIENCE

Customer Coordinator
ABC Corporation -   July 2007 – October 2008 

Responsibilities:

 Reviewed buyer contracts and redlines for accuracy of buyer selections,
confirm pricing with General Manager Proactively manage a monthly 
average.

 Reviewed, revised, and finalized a contract with the buyer and submit to
appropriate Lender for appraisal and underwriting Work closely with 
Environmental.

 Provided customer service to international and domestic customers 
Troubleshoot customer network problems across a broad range of video 
technologies.

 Responsible for customer interface involving design, layout, and 
coordination of new home interiors.

 Worked independently, negotiated, and documented contractual 
changes both with suppliers and customers, allowing for a successful 
interface with people.

 Planned, created, and contracted specialty print, radio advertising, and 
marketing materials.

 Facilitated process for daily due bills from sales departments.

Customer Coordinator
ABC Corporation -   2005 – 2007 

Responsibilities:

 Job duties while working at FedEx Office have included providing 
exceptional customer service, taking customers orders accurately and 
effectively, and promptly completing all orders according to the wishes 
of each customer.

 Try to make every customer experience outstanding.
 It has also been responsible to work with other team members to 

complete task, and make our facility a more customer-friendly 
environment.

 Also, use the computer daily to print customers orders and ship their 
packages.

 Have taken on responsibility and ownership of making sure the End Of 
Day and Financials for the center are in order and the counts are 
correct.

 Have also helped to keep up with inventory counts and keep up with 
products and their expiration dates.

 Have packaged customer boxes and fragile items for customers the 
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CONTACT DETAILS

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

SKILLS

Gathering Data, 
Customer Focus, Conflict
Resolution, MS Office 
Suite.

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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correct and accurate way so that their items made it to their destination
safe and one piece.

Education

High School Diploma - 2012(Northern Virginia Community College)
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