NAME

67 – 7264 114th Street

Surrey, BC  V3W 5J6 
604.596.6729

A Customer Service Representative position in the Service Sector

HIGHLIGHTS OF QUALIFICATIONS
· Over two years retail customer service and cash handling experience

· Self-motivated and a positive attitude; well organized and results oriented 

· Possess creative problem solving skills and an ability to multi-task

· Able to create a workable schedule to meet deadlines efficiently

· Proficient in computers including MS Word, Excel, Access and PowerPoint

 RELEVANT SKILLS
Customer Service

· Greeting customers in a friendly and courteous manner in person

· Delivering and maintaining quality customer service

· Conducting sales transactions using computerized cash register

· Sending and receiving messages and documents using fax machine or electronic mail

· Preparing merchandise for purchase; maintaining a neat and clean work area at all times

· Bagging, boxing or parceling purchases; carrying purchases to parking lot and pack in vehicle

· Stocking shelves, assisting in the display of merchandise and identifying cost of goods

Administrative

· Using barcode scanning equipment to record incoming stock

· Balancing cash register daily, consistently maintaining high level of accuracy
· Booking appointments and confirming scheduled meetings with clients
· Typing and proofreading letters, forms and documents
· Conducted file maintenance and other clerical duties

WORK HISTORY

Retail Sales Associate – Winners Apparel, Surrey, BC
Present

Clerical Assistant – Life Balance, Surrey, BC
2005 – 2006
Greeter and Ticket Scanner – Wake West, Vancouver, BC
 Summer 2004
EDUCATION AND TRAINING

Grade 11 (in progress) – Frank Hurt Secondary School, Surrey, BC
Present

First Aid and CPR Level C Certificate – St. John’s Ambulance, Surrey, BC
2006

References Available Upon Request

