
Robert Smith 
Point Of Service Representative

PERSONAL STATEMENT

4+ years of experience as a Service Representative. Looking to obtain a 
rewarding customer service position with a company that provides growth 
and career advancement opportunities. I am also seeking to use my 
personal experience and communication skills for a company to resolve and
enhance and transform the face of customer interaction.

WORK EXPERIENCE

Point Of Service Representative
ABC Corporation -   November 2015 – Present 

Responsibilities:

 Monitoring incoming inquiries and ensuring proper check in procedures 
are followed for member and guest check-in compliance.

 Greeting all incoming members and guests, ensure all check in 
procedures are followed, to ensure guest fitness profiles are completed 
and appropriate fees are collected and enter guest and telephone 
inquiry information into gms systems.

 Answering all incoming inquiries and obtain appropriate information to 
direct/transfer calls/guests.

 Handling member service issues to include personal training, guest, lost
and found items, new membership cards, change of address, eft setup 
or change, and questions regarding billings and payments.

 Recording member concerns on the member service log or maintenance
log (depending on issue).

 Recording lost and found items on the lost and found property log and 
secure items per policy ensure required forms are available, and 
completed and processed properly (e.g., Kids club coupon log, group x 
reservation sheets, etc. ) also to promote and sell merchandise.

 Keeping the front desk area and lobby clutter free, and orderly and 
perform general cleaning duties to include hourly locker room checks.

Sales Associate
ABC Corporation -   October 2015 – November 2015 

Responsibilities:

 Involved in high levels of customer interaction and various 
merchandising functions, which included helping locate items, answer 
customer inquiries regarding goods and services, use selling techniques
to recommend products, and arrange merchandise on store shelves.

 Responsible for assembling product displays, organizing stockroom 
inventory, maintaining store cleanliness, and performing cashier duties 
as needed.

 I am very flexible with working hours and I am always available for work
and ready for the tasks at hand.

 I would use basic math and calculate math figures, I stood for long 
durations during my work schedule.

 I would also have to lift significant amounts of weight on occasion for 
product deliveries and or for customers who need assistance.
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CONTACT DETAILS

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

SKILLS

Core Customer Service, 
Opening/Closing Clean 
Up, Cash Handling, 
Cashier Stocking, 
Responsible, Self Starter,
Team Player, 10 Key, 
Time Management, 
Excellent 
Communication, 
Excellent People 
Accountability, Reliable, 
Selling Techniques, 
Inventory Assembling, 
Flexible, and Basic Math.

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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 Create and maintain a long-term relationship with the customers in 
order to achieve sales goals and represent the store in a positive 
manner while ensuring recurring business.

 Work closely with customers to be able to resolve their complaints in a 
satisfactory manner.

Education

Diploma- (Venture Prep HS)HS- (Bullard High School - Fresno, 
CA)Business Administration - 1980(University Of Southwestern 
Louisiana - Lafayette, LA)
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