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JAMES CLARK
Customer Service Clerk

support@qwikresume.com

(123) 456 7899

Los Angeles

www.qwikresume.com

SKILLS

Follow-up Skills

Con�ict Resolution

Organizational Skills

Multitasking

Team Collaboration

INTERESTS

 DIY Projects  Crafting

 Meditation  History

STRENGTHS

 Humility  Innovation

 Insightfulness  Integrity

LANGUAGES

English Japanese German

ACHIEVEMENTS

Achieved a 95% customer

satisfaction rating through effective

service.

Resolved customer inquiries within

an average of 5 minutes, enhancing

service ef�ciency.

PROFESSIONAL SUMMARY

Results-driven Customer Service Clerk skilled in managing high-volume

inquiries and providing tailored solutions. Recognized for improving

customer retention rates by 15% through effective communication and

problem-solving strategies.

Detail-oriented Customer Service Clerk with expertise in handling

customer transactions and inquiries. Successfully streamlined processes,

reducing response times by 20% and enhancing overall customer

experience in a fast-paced environment.

WORK EXPERIENCE

 Feb / 2024-Ongoing



Customer Service Clerk

WidgetWorks Inc. Denver, CO

1. Resolved customer inquiries ef�ciently, achieving a 95% satisfaction rate

in feedback surveys.

2. Processed over 100 customer transactions daily, ensuring accuracy and

timely service delivery.

3. Trained new staff on customer service protocols, improving team

performance by 20% within three months.

4. Managed customer complaints with a resolution rate of 90%, enhancing

overall customer loyalty.

5. Maintained detailed records of customer interactions, contributing to a

15% reduction in repeat issues.

6. Collaborated with sales teams to upsell products, resulting in a 10%

increase in monthly revenue.

7. Conducted regular follow-ups with customers, leading to a 25% increase

in repeat business.

 Feb / 2023-Feb / 2024



Customer Service Clerk

Silver Lake Enterprises Seattle, WA

1. Guided customers in selecting appropriate orthopedic products,

ensuring comfort and satisfaction.

2. Maintained and updated customer databases to ensure accurate records

and service.

3. Generated weekly inventory reports to streamline stock management.

4. Coordinated product orders from various vendors to ensure timely

delivery.

5. Advised customers on product availability and suggested optimal pickup

times.

EDUCATION

 Feb / 2022-Feb / 2023



Associate of Science in Business

City College Phoenix, AZ

Focused on customer service principles and business operations.
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