RESUME OF

JOHN DOE 
51 ABC Street

City ABC, State ABC

12345

000-555-1234

GOALS
A challenging position as manager of customer relations with a well-established organization
EXPERIENCE
Customer Service Representative, ABC Telephone
1985 - present
· Resolve customer concerns, inquiries, complaints and billing errors using exceptional problem solving and negotiating skills

· Determine customer needs, coordinate service calls and telephone installation requests

· Review customer complaints and initiate solutions in a timely and effective manner
· Coordinate a wide variety of special projects from the initial stage to completion

· Design departmental awards and graphic logos for management seminars

· Established a sales quota guide for the telemarketing division

· Produced the "Student Handbook for Telemarketing"
· Promote telephone sales through advertising campaigns

· Maintain telephone displays and inventories

· Prepare daily receipts and deposits and supervise staff in absence of manager.
Administrative Assistant, XYZ Engineering Incorporated
1983- 1985
· Coordinated and disseminated inter-office information

· Maintained schedules for ten partners, including disseminating external information, communications and correspondence

· Ensured project and contract compliance was maintained during contracts, a responsibility that extended to external firms responsible for specific aspects of projects
EDUCATION
Masters in Business Administration
1987
University ABC, City ABC, State ABC
Bachelor of Arts (History)
1983 
University XYZ, City XYZ, State XYZ
PERSONAL INFORMATION
Marital Status:

Single

Place of Birth:

City ABC, State ABC

Language(s):

English

Mobility:

Moderate

