Fictional customer service CV example
This is a fictional example, not a real person’s application. Replace the placeholders in square brackets with your own details. Keep only statements that accurately describe your experience.
Contact details
[Name] · [Town or city] · [Phone] · [Email]
Example profile
Customer service assistant with experience in retail and online-store customer communication. I have advised customers, handled returns and checked order status. I am looking for a customer service role where I can use these skills.
Work experience
Customer service assistant · [Employer], [Location] · [MM/YYYY–MM/YYYY]
Advised customers on product choices and served them at the checkout.
Processed online-store returns and answered questions about orders.
Introduced a new colleague to the returns process.
Education
[Qualification or course] · [Institution] · [Year]
Skills and languages
[Systems and tools you have used] · [Language and actual level]. Explain what you can do in a language, such as answering customer questions. Do not claim a certified level without the relevant evidence.
