
Robert Smith 
Customer Service Concierge

PERSONAL STATEMENT

Customer Service Concierge who has a strong desire to learn all I can about
programming and passionately pursuing new languages and frameworks. I 
love helping people achieve their dreams, goals, and ambitions. A team 
player with a strong work ethic and a natural ability to think critically. Enjoy 
coding because it always provides a new challenge that helps me learn and
grow. There is nothing more satisfying to me than finding the solution to a 
problem.

WORK EXPERIENCE

Customer Service Concierge
ABC Corporation -   July 2015 – 2022 

Responsibilities:

 Provided excellent customer service every day.
 Used Microsoft Excel, Tableau, Zendesk, and some JSON.
 Answered questions about members HMO/PPO plan, including co-

payments, prescription coverage, hospital services, and referrals to 
specialists.

 Helped family members find the right doctors, hospitals, or urgent care 
centers, based on their personal preferences and proximity to home or 
work, as well as network providers across the country and around the 
world when members travel.

 Transferred medical records and prescriptions from your previous health
plan or pharmacy.

 Helped members understand Evidence of Coverage, including all the 
programs and services available as part of their health plan.

 Provided excellent customer service every day.

Customer Service Concierge
Delta Corporation -   2012 – 2015 

Responsibilities:

 Acted as liaison between customers of Bank of America and the 
Customer Relationship Managers assigned to the accounts in question.

 Set appointments .
 Answer phone and assist customers Set up appointments Take detailed 

and accurate notes.
 Ensured complete customer satisfaction for multiple high end accounts 

Processed orders by phone, email and fax Accurately entered and 
processed all .

 Customer Service for customers dealing with foreclosure, Died in Lieu, 
Short Sales, etc.

 Providing customer with information pertaining to paperwork needed, 
where to mail payments Handling payments for regular payments, trial 
payments, re-.

 Identifying the caller, ensuring correct customer or authorized third 
party and ensuring confidentiality for the security of customer Provide .
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CONTACT DETAILS

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

SKILLS

Javascript, HTML, CSS, 
Programming, Excel, Git,
Windows, Mac Os, Ajax, 
JSON, JQuery, Unix, 
Office Suite, Web 
Development, Software.

LANGUAGES

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

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

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

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

BA In Web Development
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