	Name 
	XXX  Superstreet Avenue,  Sudbury ON PXX XXX
 (705) xxx-xxxx & xxxxxxxxxx@gmail.com 
	· 

	

	General Office & Customer Service Clerk

	Confident, poised and well presented person; quick learner with proven ability to adapt quickly and effectively to new situations and environments;  proud in providing excellent customer service skills; enthusiastic team member whose participation brings out the best in others; self-motivated and capable of making independent decisions; available for full-time employment: days, evenings and weekends

	

	Relevant Skills, Abilities & Knowledge
Interpersonal – Technical

	Interpersonal/People Skills 

· Greeting customers and directing them to appropriate person and/or service

· Listening to customers describing their needs answering enquiries in person and on the phone; handling complaints from dissatisfied customers

· Taking phone messages and using an intercom to page co-workers

· Telling customers the total of their bill; receiving payment by cash, credit card and/or debit card; arranging for refunds, exchange and credit for returned merchandise
· Communicating with co-workers; writing e-mail messages to co-workers in other departments

· Interacting with their supervisor, receiving instructions or information, informing their supervisor of problems, such as running short of change, and discussing how the shift is going

· Reading lists of products, stock numbers, quantities and prices

Office/Computer Skills 
· Handling periods of stress while remaining calm and efficient

· Maintaining confidentiality of information 

· Flexible in setting priorities and meeting deadlines

· Keyboarding experience; data entry

· Able to work effectively in an information technology environment 

· Office machines: computers, fax machines, photocopiers, paper shredders, voice mail messaging systems, printers, scanners and calculators

· Computer Software: MS applications – Word, Excel, PowerPoint; WordPerfect

· Internet experience: various search engines; emailing 

	

	Employment History 

	Counter Clerk, ThePlaceToEat, Sudbury ON 

Providing quick and efficient service to customers; multi-tasking; handling money  
	2008 – present  

	Pre-School Substitute Teacher, ThePlaceToBe, Sudbury ON
Helping children with various tasks; cooking; organizing events; completing paperwork; safety first  
	2007

	Waitress, AnotherPlaceToEat, Sudbury ON  

Serving customers in a fast-paced, family oriented environment; multi-tasking 
	2007 

	Waitress, AndAnother, Sudbury ON 

Working in a bilingual family environment; being customer-oriented; fast & proficient 
	2006 

	Customer Service/Store Clerk, APlaceToShop, Sudbury ON 

Handling groceries, money; parcel pick-up; general cleaning duties; customer service 
	2005

	Sales Associate, AnotherPlaceToShop, Sudbury ON
Sampling goods to the public, advertising various items; completing required paperwork
	2005 
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	Education & Training

	Undergraduate Studies, TheBest University, Sudbury ON
	2006

	Ontario Secondary School Diploma, High School, Sudbury ON
	2005

	Red Cross First Aid Course

	

	Accomplishments & Awards

	· Volunteering for Children’s Wish Foundation 

· Honor Roll High School Student

	

	References 

	· XXXX XXXXX – ThePlaceToEat – Work: (xxx) xxx-xxxx

	· XXXXXXXX XXXX – ThePlaceToBE – Work: (xxx) xxx-xxxx

	· XXXX XXXXX  – Character Reference – Residence: (xxx) xxx-xxxx

	

	“If we do not plant knowledge when young, it will give us no shade when we are old.”

 – Lord Chesterfield
	· 


