
Robert Smith
Customer Service Sales Consultant

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

Highly regarded Customer Service Sales Consultant with 9 years of experience and an ability to 
build, maintain and grow relationships with customers, co-workers or management (at any level). 
Team player able to maintain composure and professional demeanor while driving for results. 
Extensive experience in the Admin field, categorizing material, managing files, correspondence 
and any materials that are relevant to a position. Software: Excel Word PowerPoint Outlook.

SKILLS

Customer Service, Stenography, Light Accounting, Excel, Powerpoint, Outlook, Word

WORK EXPERIENCE

Customer Service Sales Consultant
Steuben Glass LLC  2004 – 2011 
 Managed a customer database of 300, point of contact, including coordination and 

communication of the NCAT channel, completing open orders and forecast for the corporate 
office.

 Backed up sales support for regional and e-commerce channels, special and EDI order 
processing.

 Provided sales support for the corning retail store.
 Met personal sales goals 8 out of 12 months in 2007, 6 out of 7 months in 2008.
 Managed a large and complex $110,000 special commission through weeks of extreme 

revisions while adhering to an aggressive timeline for completion.
 Took initiative to organize all departmental supplies for direct mail.
 Managed a high volume of repairs as repair coordinator, continually working to reduce repair 

times.

Customer Service & Sales Consultant
ABC Corp  2002 – 2004 
 Presented and sold company products and services to current and potential customers in a 

call center environment setting.
 Processed the high volume of inbound and outbound, retail and online sales orders to ensure 

order accuracy per customer.
 Updated sales orders generated by the sales team to ensure orders are processed on time for 

scheduled delivery.
 Conducted outbound calls for customer surveys, marketing and notification purposes of 

promotional events.
 Maintained confidentiality of the organizations customers data and resolve customer 

complaints and feedback.
 Used customer service and sales skills to optimize the opportunity of each customer.
 Performed responsibilities of organizing and maintaining the floor in a first-rate visual 

presentation.

EDUCATION

AS in Liberal Arts - Computer Science And Psychology - 1999 to 2012(Corning Community 
College  - Corning, NY )
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