[YOUR NAME]
Customer Service Representative
📍 [City] | 📞 [Phone Number] | ✉️ [Email Address] | 🔗 [LinkedIn (optional)]
PROFILE
Customer-focused professional experienced in handling customer inquiries, resolving complaints, and providing support across phone, email, and chat channels. Skilled in staying calm under pressure, understanding customer needs quickly, and delivering clear, solution-oriented responses that improve customer satisfaction and retention.
CORE SKILLS
Customer Support | Communication Skills | Problem Solving | Active Listening | Conflict Resolution | CRM Tools | Email Support | Chat Support | Time Management | MS Office
EXPERIENCE
Customer Service Representative — [Company Name]
[Month Year – Present]
· Handled customer inquiries via phone, email, and chat
· Resolved complaints and provided timely solutions
· Maintained customer records using CRM tools
· Ensured high-quality customer service and satisfaction
Customer Support Associate — [Company Name]
[Month Year – Month Year]
· Assisted customers with product/service-related queries
· Processed requests, refunds, and follow-ups
· Coordinated with internal teams to resolve issues
EDUCATION
[Degree / Diploma] — [College/University Name]
[Year]
ACHIEVEMENTS (Optional)
· Improved customer satisfaction through efficient issue resolution
· Reduced response time by handling queries more effectively
· Recognized for handling high-volume customer interactions
CERTIFICATIONS (Optional)
Customer Service Training — [Platform/Institute] | Communication Skills — [Platform] | CRM Tools — [Institute]
