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Activity Sheet: Customizing Your Resume Part 2
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ACTIVITY #1
Review the Customer Service Manager job posting listed below. Underline the important and/or transferable skills they’re seeking in applicants.
[image: ]







































ACTIVITY #2
Open your saved resume (or the resume template of your choice, if you don’t have it with you) and begin entering the appropriate information into the Work Experience section.


ACTIVITY #3
Using your saved resume or the resume template of your choice, begin entering the appropriate information into the Education section.


ACTIVITY #4
Using your saved resume or the resume template of your choice, create any additional sections needed for your resume and begin entering the appropriate information.


Note: If you want to keep this evening’s work, be sure to save your file to a flash drive, Google Drive, OneDrive, or email it to yourself.
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Customer Service Manager
Location: Deerfield, IL
Job Type: Direct Hire

Salary:  $65000 - $80000 Annually

We are currently recruiting for a Customer Service Supervisor job near Elk Grove Village. In order to be considered for
this roll, you must have at least 3 years of experience in a Customer Service role and at least 1 year of managerial
experience, as well as a Bachelor's degree. This i a large, well known logistics company offering full benefits and
competitive compensation.

The responsibilities of the Customer Service Manager job are:
~Lead and manage a team of Customer Service Specialists

-De-escalate customer service issues tactfully

~Drives performance improvement of Customer Relation Specialists to achieve KPIs

-Participates in reviews with other team leads in order to identify what issues need to be addressed
~prioritizes and delegates work tasks among the team members

~Ensures that all customer enquiries are responded promptly and professionally

~Collaborates with Operations and other functions to ensure smooth customer-related process flow

The Qualifications are
~Excellent communication, motivation and interpersonal skills

~self-directed working style

~Good knowledge in English (verbal/written)

-85/BAin related discipline and 3-5 years of experience in related field, including at least 1 year of supervisory
experience

-Ability to it the ground running with very little direction

-Proven track record of strategic team management and policy implementation





