
Robert Smith 
Telephone Interviewer/HR

PERSONAL STATEMENT

A highly motivated individual with a proven ability to learn quickly, create, 
implement, and maintain established procedures in any environment. 
Possess the ability to meet heavy work assignments and deadlines under 
strict time constraints while maintaining a strong commitment and desire 
to succeed in every assign task. Able to work independently or as a team 
member, with a unique ability to communicate effectively on all levels.

WORK EXPERIENCE

Telephone Interviewer/HR
ABC Corporation -   August 2007 – December 2008 

Responsibilities:

 Conduct research to gather information about survey topics.
 Plan and design various methods to efficiently conduct telephone 

interviews along with various questionnaires.
 Apply business communication contacting individuals to be interviewed 

at home, place of business, or field location, by telephone.
 Ask questions in accordance with instructions to obtain various 

specified information, such as persons name, address, age, religious 
preference, and state of residency.

 Maintain confidentiality of responses derived from individual participant.
 Identify and resolve inconsistencies in interviewees responses by means

of appropriate questioning and/or explanation.
 Compile, record and code results and data from survey, using computer 

or specified form.

Telephone Interviewer
ABC Corporation -   2004 – 2007 

Responsibilities:

 Handled 200 calls a day.
 Outbound and inbound calls.
 Required to have selected U.S.
 Citizens and Non-Citizens to complete and close out their case.
 As established by a sworn oath to the federal government, followed 

rules and regulations verbatim.
 Worked with various computer programs daily.
 Constantly updated myself with whats happenening in the government 

as far as materials they change for how I should conduct my work..

Education

Medical Assistant / Coding and Billing - (Kaplan University - 
Hagerstown, MD)
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CONTACT DETAILS
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www.qwikresume.com

SKILLS

Mix music, Drawing, 
Basic Electrical 
Knowledge Works well 
on a team to reach a 
common goal Honest, 
Hard-working, 
Responsible Microsoft 
office, Adobe 
-Photoshop.

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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