


	
YOUR NAME

	
	Job Title
	

	
	
	

	

	Phone

07123 456 789
	Email

jack.mclaughlin@gmail.com
	Location

47 Queensferry Road,
Kilmarnock, KA2 5PK
	LinkedIn

linkedin.com/in/jmclaughlin

	

	

	Personal Statement

	

	Customer service professional with over 6 years of experience in call center environments. Skilled in conflict resolution and problem-solving, with a proven ability to quickly build rapport with clients. Seeking a challenging role where I can use my skills to make a positive impact on the customer experience.

	

	

	Work Experience 

	

	Customer Service Manager

	NEXT, Kilmarnock
	June 2021–present

	

	· Handle incoming customer calls and assist with enquiries, complaints, and requests
· Resolve customer issues in a timely and satisfactory manner
· Update customer information in database
· Meet and exceed individual and team performance targets
· Achieved a customer satisfaction rating of 95% or higher in every quarter since starting with the company
· Successfully resolved an average of 300 customer issues per month

	

	

	Customer Service Associate

	HOUSE OF FRASER, Glasgow
	July 2019–June 2021

	

	· Attended and responded to 74+ customer calls daily regarding product usage, billing issues, and company information
· Responded to product/service queries in a courteous manner, enhancing new customer NPS scores by 12%
· Maintained 99% positive customer feedback rate
· Entered customer orders into Salesforce for products or services
· Processed refunds and made billing adjustments with 100% accuracy over 2+ years

	

	

	Customer Service Representative	

	Tiny Toys Inc., Glasgow
	October 2016–June 2019

	

	· Answered incoming customer calls and assisted with enquiries and complaints
· Processed an average of 28 orders and returns per day
· Maintained accurate and up-to-date customer records
· Contributed to team goal of consistently meeting performance targets
· Achieved a customer satisfaction rating of 92% or higher in every quarter while with the company
· Successfully resolved an average of 200 customer issues per month

	

	

	Education

	

	Northumbria University, Newcastle-upon-Tyne
	September 2013–October 2016

	BA (Hons) Hospitality — upper second-class honours (II.i)

	Relevant Modules: Implementation of Effective Sales Strategies, Customer Service Strategies, Writing Business Communications


	

	Gosforth High School, Newcastle-upon-Tyne
	July 2010–June 2013

	A-Levels: Business Studies (B), History (C), Maths (B)

	GCSEs: 10 A*–C, including English, Maths, and ICT

	

	

	Additional Skills

	

	· Communication: Confident in phone, live chat, and in-person interactions with customers and peers
· Leadership: Proven ability to train and supervise new hires 
· Technical skills: Proficiency in Microsoft Office and CRM software
· Languages: Fluent English and Spanish, intermediate French and Chinese

	

	Hobbies & Interests

	

	Ukulele playing   |   Pub quizzes   |   Attending science-fiction conventions   |   Gardening   |   blogging
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Dear Reader,
 
Our goal at CV Genius is to provide you with the resources you need to get the job you want, and having a professional-looking CV is an essential part of that mission. 

That’s why each one of our CV templates is carefully created to make your application look polished and easy to read. Additionally, our templates are designed to help your CV get past the Applicant Tracking System software that many large employers use to scan through applicants. 
 
However, writing an impressive CV isn’t only about the template you use. Make sure your CV also highlights your qualifications, skills, and experience by using our free resources and reading our articles written by certified career coaches:
· How to write a CV
· CV layout
· CV examples by industry
· CV maker
 
After you’ve finished writing your CV, download a matching cover letter template and write a cover letter tailored to the position you’re applying for to give your job application an extra boost. 

Here are some of our most helpful cover letter resources to help you accomplish that:
· Cover letter builder
· Cover letter examples
· How to write a cover letter
· Cover letter format
 

Best regards,
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