[Your Name]	Comment by WadeCV: How to use this template. Delete this comment before you send your CV (in Word: Review > Delete > Delete All Comments in Document).
1. Replace every [bracketed] placeholder with your own details and delete any line you can't back up. Keep the numbers real: an interviewer will ask about them.
2. Then tailor it to the job you're applying for. Upload the finished CV to WadeCV and paste the job link. You get a fit score with the strengths and gaps behind it, then a rewrite in that posting's wording and a cover letter. Your first one is free, with no credit card: wadecv.com
Customer Service Representative: phone, chat and email support
[City, State] · [email] · [phone] · linkedin.com/in/[your-name]
PROFESSIONAL SUMMARY
Customer service representative with 3 years in e-commerce and subscription support across phone, chat and email. Resolve 65-75 contacts a day at 4.7/5 CSAT and 84% first contact resolution in Zendesk and Salesforce Service Cloud. Known for clearing billing and returns cases in one contact and for writing the macros the rest of the team uses.
CORE SKILLS
Omnichannel support · Ticket triage · De-escalation · Returns, refunds and exchanges · Billing and account enquiries · Order management · Knowledge base authoring · Macro writing · SLA management · Retention offers · Upselling
PROFESSIONAL EXPERIENCE
Customer Service Representative, [Company], [City, State]	[Month Year] – Present
1. Resolve 65-75 phone, chat and email contacts a day for a subscription retailer with 180,000 customers, at 4.7/5 CSAT over 3,100 surveys and 84% first contact resolution.
1. Cut repeat contacts about delayed orders by 31% by rewriting 12 Zendesk macros to include tracking links and a clear next date.
1. Saved 41% of customers who called to cancel in the last two quarters, using the retention offers allowed to the team, against a team average of 29%.
1. Handle the billing escalation queue two days a week; average handle time fell from 9.5 to 7 minutes while CSAT held at 4.6/5.
1. Wrote 9 help centre articles on returns and payment failures that now deflect an estimated 600 contacts a month.
Customer Service Associate, [Retailer], [City, State]	[Month Year] – [Month Year]
1. Served 120+ customers a shift at the service desk, handling returns, exchanges, price adjustments and online order pickups.
1. Scored 95% average on monthly mystery-shopper audits; named associate of the month twice.
1. Trained 4 seasonal hires on the returns system and the store's refund policy.
Call Center Agent (seasonal), [Company], [City, State]	[Month Year] – [Month Year]
1. Answered 80-90 inbound calls a day during the holiday peak for a national gift retailer, on order status, delivery problems and gift returns.
1. Met the 90-second average speed of answer target on 11 of 12 weeks while keeping QA scores above 90%.
1. Logged every call in the CRM with notes accurate enough that follow-up callers never had to repeat their story.
TOOLS, CERTIFICATIONS & LANGUAGES
Zendesk (Support, Guide) · Salesforce Service Cloud · Shopify admin · Aircall · Slack · Google Sheets · HDI Customer Service Representative (in progress) · English (native), Spanish (conversational)
EDUCATION
Associate of Arts, Business Administration, [College]	[Graduation year]
1. Coursework: Business Communication, Customer Relationship Management, Principles of Marketing.
VOLUNTEERING
Front Desk Volunteer, [Food Bank], [City, State]	Saturdays
1. Check in 60+ visitors a week, answer questions about eligibility and keep the visitor log accurate for monthly reporting.
