
Robert Smith
Customer Coordinator

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

A highly qualified and dedicated Customer Coordinator professional with 15+ years of progressive 
experience that effectively collaborates with individuals at all levels and establishes quality 
relationships. Exemplary problem-solving skills; able to identify problems and implement 
corrective processes. Knowledgeable in project management tools, processes, and techniques. 
Strong leadership skills; able to prioritize, delegate tasks, and make sound decisions quickly while 
maintaining focus on the bottom line.

SKILLS

Microsoft Office, LMS, Adobe Creative Suite, Webex, Adobe Connect, Networking, Teaching.

WORK EXPERIENCE

Customer Coordinator
ABC Corporation  2013 – 2015 
 Coordinated technical support calls and handled 1st level technical support issues for medical

software.
 Routed incoming technical support calls to technicians according to the roster of staff.
 Monitored and tracked the status of all technical service calls.
 Trained junior techs on fixing existing issues, new technologies, processes, and procedures.
 Operated and maintained self-scan checkouts.
 Assisted customers in finding requested items.
 Provided excellent customer service and problem solve.

Customer Coordinator
ABC Corporation  2010 – 2013 
 Assisted Manager with daily activities, including monitoring team performance, attendance 

and customer satisfaction ratings.
 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.
 Responsible for customer service which includes but not limited to customer order entry as 

well as customer shipping and receiving.
 Liaison service between customers and sales team and maintained various customer and 

sales records involving editing and coding Coordinated the.
 Maintained daily reports which deal with order release status, blocked invoices, and workflow 

for SAP; followed-up on all order discrepancies.

EDUCATION

BS In Customer Service - 2016(Walden University - Work at Home)
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