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WORK OBJECTIVE

Customer Service Representative in the call centre industry

HIGHLIGHTS OF QUALIFICATIONS

· Three years telemarketing experience in a call centre environment

· Over fifteen years background providing care and service to people in need

· Proven ability to gain customers’ confidence and trust

· Work cooperatively with wide range of personalities

· Sincerely enjoy helping people

· Computer knowledge and experience with in-house programs

ACCOMPLISHMENT

· Obtained an “Outstanding Performance Certificate” from Fulford-Rainmaker Call Centre in 1999

SKILLS AND EXPERIENCE

Customer Service

· Followed an outline to make first contact with clients on the telephone

· Informed clients of services and products

· Answered inbound calls as required

· Handled irate customers with professionalism 

· Contacted clients by telephone to confirm their appointments 

· Followed up on no-shows and called clients who toured for referrals

· Performed call-backs with respect to designated times

Teamwork

· Assisted the supervisor with a team of 10 members

· Verified with clients to ensure appropriate qualifications were met

· Helped with the training of new employees 

· Encouraged co-workers to become more effective when dealing with clientele

· Oversaw opening and closing hours of business
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WORK HISTORY

	Customer Service Rep
	Royal Direct Call Centre, Moncton, NB
	
	1999-2000

	Administrative Assistant 

(Various Clients)
	ManPower Temporary Agency, Moncton, NB
	
	1998-1999

	Bookkeeper
	Ultra-Maintenance Ltd., Moncton, NB
	
	1988-1998

	Financial/Records Management
	Canadian Security Intelligence Service, Moncton, NB
	
	1984-1988

	Records Management
	Royal Canadian Mounted Police, Moncton, NB
	
	1982-1984

	Administrative Clerk
	Correctional Services Canada, Moncton, NB
	
	1980-1982

	Secretary/Receptionist
	Brunswick Optical Ltd., Moncton, NB
	
	1974-1979


EDUCATION & TRAINING

	Windows & NT Training
	Royal Direct Call Centre, Moncton, NB
	1999

	CB 12 Banking Officer
	Royal Direct Call Centre, Moncton, NB
	1984

	Computer Concepts
	R.C.M.P., Ottawa, ON
	1984

	Introduction to Word Processing
	A.E.S. Computers, Moncton, NB
	1981

	Business Diploma
	Mathieu Martin, Dieppe, NB
	1974
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