
Customer service resume template

Customer service is all about presentation that covers personality, communication, 
alert listening, and good questioning. This service in the past decade has enormously 
spread its significance worldwide to satisfy customers and bridge a better 
understanding between companies and customers.

This widespread service today is used in all sectors whether telecom, electronic, 
banking, health insurance, automobiles, railways, airways, and aviation. All these 
sectors and even more are always in search of smart and intelligent customer service 
personnel to ensure better knowledge transfer of their products and services to all the 
customers worldwide.

These companies train the best team of human resource for this purpose so that no 
customer is left dissatisfied and confused. This continues the hunt of good customer 
service professionals.

This type of job mainly revolves around the youth of today who are smart, 
presentable, intelligent, and have extremely strong communication skills. 
Communication plays a major role in this job as the job involves all verbal transfer of 
knowledge and information. It requires professionalism and smartness in answering 
calls, dealing with clients, or written correspondents. When any company searches for 
such personnel, they choose the cream among the huge bunch of youth, few who can 
resolve customer's issues in a prompt and effective manner.

If you are one among those who wish to make a career in customer service then stick 
two golden words in your mind, 'personality and communication'. These two words 
not only play a magical role with your appearance and look but are also noticed in 
your resume. Your resume should be equally presentable and self communicative.

A customer service resume should be clear and condensed in its most powerful form. 
Formulate your thinking, ideals, and beliefs and organize them all clearly and 
specifically into your resume. Highlight all your skills and abilities and your positive 
approach towards your job and organizational goals. Clearly mention as to how your 
customer service job will add value to the customer-centric team and the overall 
company or business. This forms a short summary of your resume.

After the summary, in a simple and easy manner put into order your educational 
qualifications. Always mention your degree or diploma certification along with the 
time period, name of the institute or college, name of the university, and the place of 
education. Use some specific keywords that add value to your applied field of 
customer service and strengthen your position through your resume.

Further on, in a reverse chronological order, you can mention your job history with all 
the achievements, accomplishments, and job responsibilities. Also mention any 
specific recognition that you have acquired in your previous job. You also need to 
showcase your capabilities of handling customers in your previous jobs through some 
specific power words and short statements.



In a job like customer service, computer knowledge is also must. So, it's necessary 
you mention your computer qualification as well as the certification of specifically 
required software in this field.

With all these information, your customer service resume will be presentable enough 
to give you a presentable job and a strong career focus in customer service industry.


