



Amy Smith

123 Main Street

Centerville, OH 45429

Home: (555) 555-1234    Cell: (555) 555-1235

asmith@resume.com
Objective

A position as a Customer Service Representative in a Call Center environment.

Qualifications

· Excellent verbal, written communication and telephone skills

· Deliver world class customer service and build customer satisfaction and loyalty
· Provide effective and timely resolution of a range of customer inquiries.
· Able to maximize positive outcomes through effective conflict resolution techniques

· Excellent operational knowledge of PC Windows platforms including 2000/XP/Vista
· 40 wpm 
· Strike a positive and cooperative tone with both customers and coworkers
· Good problem solving/decision making skills and time management skills

· Effective interpersonal skills, teamwork orientation

Education/Training

Rockhurst University (through Sinclair Community College, Dayton, OH)

National Certified Customer Service Professional December 2008

Edison Community College, Piqua, OH

Associate of Applied Science Degree in Business Administration 1995
Employment History

Linens & Things, Centerville, OH

Retail Associate, November 2005 – Present

· Provide advanced style and product consultation to customers

Miller Valentine, Clayton, OH

Leasing Consultant, August 2000 – October 2005

· Handled all aspects of renting and maintaining 225 unit apartment complex

· Maintained 85% occupancy rate utilizing special events and networking

Professional Affiliations & Certifications

· National Association of Call Center Professionals, 2007-present

· Customer Service Certification,  2007

Amy Smith
123 Main Street
Centerville, OH 45429
Home: (555) 555-1234    Cell: (555) 555-1235
asmith@resume.com
December 12, 2008

Human Resources

GE Money 

Dayton, OH 45419

Dear Human Resources:

Please accept the attached resume as application for the Customer Service Representative position advertised in the December 7th edition of the Dayton Daily News.

In summary, I have six years experience working Customer Service related positions mainly in the retail sector. Recently I have received a Customer Service Certification through Sinclair Community College. This training has provided me with many tools necessary for the day-to-day situations encountered in a Call Center. I am confident that my recently acquired skills and customer service experience can help your organization. Evidence of my ability to be a solid contributor to your company includes: 

· Ability to create and present an excellent image of the company and its services to customers, and to coordinate and communicate well with clientele and management at all levels.

· Ability to handle complicated situations in a fast paced environment while maintaining a proper level of courteous and structured exchange.

As noted on my enclosed résumé, I am presently employed as a retail sales associate with Linens & Things. My employer is closing all stores and my last date of employment will be January 5, 2009.

I would be happy to meet with you and discuss my qualifications in more detail. I will call you in a few weeks to see if an interview might be possible. In the meantime, thank you again for your time and consideration. 

.

Respectfully yours,

Amy Smith
Enclosure:  Resume

Amy Smith
123 Main Street
Centerville, OH 45429
Home: (555) 555-1234    Cell: (555) 555-1235
asmith@resume.com
Professional References

Sara Binelli

Store Manager

Linens & Things 

Dayton Mall, Dayton OH

Supervisor

937-333-2000

Sherry Johnson

General Manager

Miller Valentine

Direct Supervisor

937-444-3000

Barry Caporal

District Manager

Linens & Things 

Columbus, OH

937-123-4567

