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PROFESSIONAL SUMMARY
Dedicated and empathetic Customer Service Representative with [X] years of experience delivering exceptional support to customers across phone, email, and live chat channels. Proven ability to resolve complex issues quickly, maintain high customer satisfaction scores, and meet or exceed performance targets in fast-paced US-based service environments. Comfortable working both remotely and onsite with experience across retail, healthcare, telecommunications, and financial services industries.
[ Replace bracketed text with your details — keep summary to 3–4 lines max ]
CORE COMPETENCIES

	▸  Inbound & Outbound Call Handling
	▸  Live Chat & Email Support

	▸  Customer Issue Resolution
	▸  CRM Data Entry & Management

	▸  Order Processing & Tracking
	▸  Complaint De-escalation

	▸  Product & Service Knowledge
	▸  Upselling & Cross-Selling

	▸  Quality Assurance & Call Monitoring
	▸  Multi-Channel Communication


TECHNICAL SKILLS

CRM & Ticketing:  Salesforce, Zendesk, HubSpot, Freshdesk
Communication:  Zoom, Slack, Microsoft Teams, RingCentral, Five9
Office Tools:  Microsoft Office Suite, Google Workspace
Other Platforms:  Shopify, Stripe (basic), internal order management systems
[ Remove any tools you have not used — only list platforms you can speak to confidently ]
PROFESSIONAL EXPERIENCE
[Company Name]   |   Customer Service Representative	Remote / City, State   |   Month Year – Present
1. Handled [X]+ inbound customer calls and chats daily, resolving account, billing, and product issues with an average handle time of [X] minutes.
1. Maintained a [X]% customer satisfaction (CSAT) score consistently over [X] months, ranking in the top [X]% of the team.
1. Processed [X]+ orders, returns, and exchanges per week with [X]% accuracy using [CRM/platform name].
1. De-escalated an average of [X] high-priority complaints weekly, converting [X]% into retained customers.
1. Trained and mentored [X] new team members on company systems, scripts, and service standards.
1. [Add your strongest achievement here — a number, award, or recognition you received]

[Previous Company]   |   Customer Support Agent	Remote / City, State   |   Month Year – Month Year
1. Responded to 50+ daily customer inquiries across email and live chat, maintaining a [X]-hour average response time.
1. Managed subscription accounts for [X]+ customers including upgrades, downgrades, and cancellation prevention.
1. Collaborated with the billing and fulfillment teams to resolve cross-departmental issues within agreed SLA windows.
1. Contributed to a team knowledge base by documenting [X] new resolution guides adopted across the department.
1. [Add another result-driven bullet — what specific problem did you solve at this company?]

[Earlier Role if Applicable]   |   Job Title	Location   |   Month Year – Month Year
1. Brief description of your responsibilities and a key achievement from this position.
1. Focus on communication, problem-solving, and customer-facing transferable skills.
[ Remove this block if you have fewer than 3 positions — quality over quantity always ]
EDUCATION
[College or University Name]	Year
[Degree — e.g. Associate of Arts]   ·   [City, State]

[High School Name]	Year
High School Diploma   ·   [City, State]
[ Remove high school line if you hold a college degree ]
CERTIFICATIONS & TRAINING
Customer Service Excellence Certificate   —   HubSpot Academy	2024
Zendesk Support Administrator   —   Zendesk	2024
Google IT Support Professional   —   Google / Coursera	2023
[Any additional relevant certification]   —   [Issuing Organization]	Year
[ Free certifications from HubSpot, Zendesk, and Google carry strong credibility in CSR roles ]
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