Your Name Here
1234-1234 Address Here
Mississauga, Ontario
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H. 905.101.1010  C: 647.101.1010
Your.email@gmail.com

OBJECTIVE

To apply my personable attitude, communication skills, and rapport building techniques to your client’s needs.  I have a high willingness to learn and work hard toward goals and prioritize the set objectives bestowed upon me. I know we will benefit from my ability to work in a team environment and to take ownership of all tasks delegated.  I look forward to being part of an organization where I can develop and evolve in the realm of customer service.
QUALIFICATIONS / SKILL SUMMARY

- Excellent interpersonal and communications skills
- Proven ability to budget time, adapt quickly to challenges and excellent team player

- Capable of typing 60+ words/min
- Microsoft Office applications / Outlook / Word / Power Point / Excel
EXPERIENCE

Position:

Contact Centre Representative (FT)
Jan 2007 – Present 
Wireless Solutions XYZ, Scarborough, ON


                     Servicing clients through inbound calls and/or emails. Building rapport and 
Responsibility:
delivering on customer needs. Problem solving and defusing customer concerns; manage time between processing requests between calls versus email.

Position: 

Workforce Analyst I (Contract Position – Maternity Leave)  
Jan 2010 – Jan 2011 
Wireless Solutions XYZ, Scarborough, ON
Responsibility:
Managed the call and email volumes for the call centre. Created and analyzed reports in relation to orders, invoicing, and outstanding items. Organized scheduling for agents (in Toronto and Montreal) i.e. Training, team meetings, etc.
Position:

Office Administrative Support (PT)
May 2004 – May 2007   ABC CUSTOMS BROKERS, Mississauga, ON
Responsibility:
Provided administrative duties for the tariff support and customs division. Created spreadsheets, input data into the computer database and performed other clerical duties (photocopying, faxing, and filing).

Position:

Office Administrative Assistant (PT)

Aug 2003 – Sep 2003 
123 CHIROPRACTIC & ASSOCIATES, Mississauga, ON    

Responsibility:
Provided administrative duties for the Public Relations Director including database maintenance, Business letters, shipping and receiving along with company research.

Position:

Athletic Assistant (PT)

Sep 1999 – Jun 03  
ABC SECONDARY SCHOOL, Mississauga, ON
Responsibility:
Assistant Coach to school sports teams to lead and enhance players’ skills on and off the field.

ACCOMPLISHEMNTS AND ACHIEVEMENTS

2012


5 Year Anniversary Recognition Award

- For the achievements, commitment and contributions made throughout my career with XYZ Wireless Solutions
2011


Received the Client Experience Award from XYZ Wireless Solutions
- Dedication in delivering an exceptional client experience and consistently exceeding client expectations
2001-2003
Salutorian, Honor Roll, MVP for soccer and flag football, Athlete of the Year

· Selected to play on school teams (soccer, flag football and volleyball)

2000-2001
Honor Roll, MDP (Most Dedicated Player) for soccer, Junior Athlete Award 

· Selected to play on school teams (soccer, flag football and volleyball)

· Captain of the defensive line on the flag football team

1999-2000
Honor Roll, Visual Arts Award 

· Made the soccer team; successfully completed 44 hours of community service

1998-1999
Honor Roll, Academic Achievement Award, MDP for soccer, and Student of the Week 

· Made the soccer team; successfully completed 10 hours of community service

EDUCATION

2003 – 2007

ABC University Graduate

Bachelor of Commerce Degree

1999 – 2003

ABC Secondary School

Received O.S.S.D. (Ontario Secondary School Diploma) 

INTERESTS

A member of ABC Dance Company, a Hawaiian Dance school for 18 years. This teaching organization expresses discipline and responsibility to each dancer for overall growth and maturity.

