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客服 英文简历模板范文 第一篇姓名：张小姐证件：出生年月：1978年04月08日性别：女婚姻状况：未婚户籍：广东江门现所在地：广东江门身高：170CM体重：55Kg民族：汉族工作经验：8年0月求职意向意向岗位：英文翻译外贸人员国际贸易业务跟...
客服 英文简历模板范文 第一篇
姓名：张小姐
证件：
出生年月：1978年04月08日
性别：女
婚姻状况：未婚
户籍：广东江门
现所在地：广东江门
身高：170CM
体重：55Kg
民族：汉族
工作经验：8年0月
求职意向意向岗位：英文翻译外贸人员国际贸易业务跟单
工作性质：不限发展方向：对外贸易,国际业务
要求地区：佛山市区,中山,江门
月薪要求：2500-3000 食宿要求：
教育经历
20xx年09月～20xx年06月广东岭南职业技术学院商务英语大专语言能力英语(熟练)普通话(良好)技能专长职称：无职称计算机级别：初级计算机能力：熟练运用OFFICE办公软件兴趣/爱好：旅游,登山
其它能力：
1、具备较强的市场开拓能力、良好的客户沟通技巧和团队合作精神;
2、熟悉外贸操作流程和海外市场。有配合公司开拓客户,接取订单,跟单,出口,收款全过程的经验;
3、具备良好的心理素质和修养;能承受一定的工作压力。
4、能熟练运用B2B平台开发客户工作经历
【中山*********公司】职位名称：国际业务公司行业：夜总会.娱乐.休闲公司性质：私营企业公司规模：100-499人公司描述：主营运动休闲器材以及五金制品,产品100%出口,主要通过B2B平台开拓客户,主要客户群为亚洲和北美市场工作描述：主要负责欧美客户的开发,并跟进从询盘,报价,商谈,直至下订单的一系列流程.独立开发出新客户,部分已成为公司主要客户。向生产部下发生产订单,了解生产进程,并按照客户要求安排交货期和船期.缮制相关单据,如箱单发票,原产地证等。与船代货代联系,负责提单和保险的确认,提供报关资料,并安排拖车。以及货款的跟催。陪同国外客户参观工厂,讲解生产流程。
【中山*********公司】职位名称：采购兼翻译公司行业：贸易·进出口公司性质：外资企业公司规模：1-49人公司描述：外商驻华采购中心,主要采购产品为家电,家俱,灯饰等产品.工作描述：主要职能：根据客户需求开发供应商—询价--报价—出样及样品确认---接定单--跟进生产--与客户联系安排出货方式--追收货款。处理产品供应商的开发和维护及跟进客户订单。接受客户的咨询，投诉及建议，与客户沟通，定期电话、邮件或信函的沟通及拜访，陪同客户访厂验货,成为客户与公司信息交流和沟通的桥梁。提供进出口贸易方面的相关信息及咨询，供公司参考。并跟进客户船期表，建立销售样品库。
【东莞*********公司】职位名称：销售助理公司行业：家具公司性质：港资企业公司规模：100-499人公司描述：主要生产现代板式家俱,所做产品100%出口,通过展会开拓客户资源,主要客户为北美及欧洲客户工作描述：跟踪物料进口及成品出口的在途情况：联络物流公司，安排货物出口事宜，提供清关数据及资料，并及时汇总提交物料报告。对客户信息编汇入档管理.协助库存管理：参与定期库存盘点，协调与生产部门的关系，保证物料及时配送到生产部门。自我评价1)为人正直，诚实。2)具有很强的沟通能力和团队精神。3)喜欢有挑战性的工作，能承受较大工作压力。
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anny smith
d-90, 25th street
clewiston, fl, 0510
cell: (123) 459 9784
email:
career profile:
to get a position as a customer care officer where my skills of handling customers will be utilized for the growth and development of the organization.
professional strengths:
possess seven years of experience in customer service
in-depth knowledge of basic operating systems
flexible, attention to detail and ability to learn quickly possess excellent listening and responding skills
ability to handle multiple tasks and solve customer queries efficiently
possess good sales and customer service skills
excellent administrative and organizational skills
ability to maintain basic knowledge of products, pricing, promotions, procedures, and other important issues
highly initiative to manage a busy workload without close supervision
ability to build and maintain good relationship with customer educational summary and certifications:
bachelor\'s degree in english from daffodils arts college in the year 19xx
master\'s degree in english language from university of xyz in the year 19xx
certification course in communication skills from soft skills training center in the year 19xx
professional experience:
abc business center inc, state
20xx till date
customer care officer
responsible for dealing with customer relevant queries,
complaints and request for information on products and services assigned the tasks of recording all communications between various parties
handled the tasks of drafting documents as requested by customer care manager
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Annie Smith
69 N. Grant Street, Mid Lake City, California 84301
Cell :( 988) 598-1331
Email:
Career Objectives:To gain the position of a Customer Service Billing _ where my skills and experience will contribute towards the growth of the organization.
Core Competencies:
Good knowledge of mathematics that can handle complex billing tasks
Excellent analytical and problem solving skills
Proficient in computer applications like Excel, Word and Outlook
Excellent interpersonal and communication skills
Ability to handle multiple tasks and meet deadlines
Proficient in handling tasks independently as well as a part of the billing team
Ability to handle sensitive and private information in a professional manner
Educational Qualifications:
Bachelor\'s degree in Mathematics from University of California in the year 20xx
Work History:
Organization: CF Engineering Groups, California
Duration: March 20xx till date
Designation: Customer Service Billing _
Responsible for processing the organization billing through a weekly cycle in the Deltek FMS database
Handles the tasks of supervising and monitoring every stage of processing invoice
Performs responsibility like issuing various reports and other administrative tasks like filing and copying and updates the same to the billing manager
Produces invoices as well as distributes and mails the invoices to the concerned person
Handles tasks like Issuing and Processing Billing Reports
Responsible for Data Entry of time sheets, and expenses on a daily basis
Assist department in handling day-to-day functions on areas of billing
Organization: NKOI Group Co Inc, California
Duration: January 20xx to February 20xx
Designation: Billing _
Perform tasks like maintaining records for management reports and inventories of supplies required
Handles the charge of making proper calculations of the charges for jobs performed as well as maintains some billing logs
Reviews the invoices for general cost charging errors
Coordinates as well as responds to all service calls required by customer
Performs filing duties in accordance with the specific request
Responsible for handling day-to-day clerical duties like typing, filing and handling mails
Personal Details:
Name: Annie Smith
Date of Birth: 15/03/1978
Employment Status: Full time
Relationship status: Married
Reference:
Mr. Charlie Smith
Customer Service Billing Head
Lopez Associates Co Inc, California
Cell: 123-589-3655
Email:
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>拓展阅读：英文简历中的Skills技能
范例：
Language
English TEM8
Spanish Basic
Computer skills
Word, Excel, Power Point Basic Knowledge
注意点：
1. 将主要技能分类，一般公司看中的\'主要是语言技能和电脑技能。
2. 技能在左侧，右侧为该技能你获得的证书或者是熟练程度。
>技能类常用词汇：
关于熟练程度的词汇：
基本掌握：Basic knowledge
中等掌握：Medium
十分熟练：Advance(语言可以用Fluent)
>英语证书类：
大学英语四级 CET4 (College English Test Band 4 Certificate)
大学英语六级 CET6 (College English Test Band 6 Certificate)
英语专业四级 TEM4 (Test for English Major Grade 4 Certificate)
英语专业八级 TEM8 (Test for English Major Grade 8 Certificate)
商务英语证书 Business English Certificate)
雅思 IELTS (International English Language Testing System)
托福 TOEFL (Test of English as a Foreign Language)
BEC初级 (BEC Preliminary Level，缩略为BEC Pre.)
BEC中级 (BEC Vantage Level，缩略为BEC Van.)
BEC高级 (BEC Higher Level，缩略为BEC Hi.)
>计算机类：
全国计算机一级证书 First-level Certificate for National Computer
网络工程师 Network Engineer
软件设计师 Software Architect
数据库分析师 Database Analyst
网络管理员 Webmaster
信息系统项目管理师 Information Systems Project Management Division
网络规划设计师 Network Planning Designer
多媒体应用设计师 Multimedia designer
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annie smith
69 n. grant street, mid lake city, california 84301
cell :( 988) 598-1331
email:
career objectives:to gain the position of a customer service
billing administrator where my skills and experience will contribute towards the growth of the organization.
core competencies:
good knowledge of mathematics that can handle complex billing tasks
excellent analytical and problem solving skills
proficient in computer applications like excel, word and outlook excellent interpersonal and communication skills
ability to handle multiple tasks and meet deadlines
proficient in handling tasks independently as well as a part of the billing team
ability to handle sensitive and private information in a professional manner
educational qualifications:
bachelor\'s degree in mathematics from university of california in the year xx
work history:
organization: cf engineering groups, california
duration: march xx till date
designation: customer service billing administrator
responsible for processing the organization billing through a weekly cycle in the deltek fms database
handles the tasks of supervising and monitoring every stage of processing invoice
performs responsibility like issuing various reports and other administrative tasks like filing and copying and updates the same to the billing manager
produces invoices as well as distributes and mails the invoices to the concerned person
handles tasks like issuing and processing billing reports responsible for data entry of time sheets, and expenses on a daily basis
assist department in handling day-to-day functions on areas of billing
organization: nkoi group co inc, california
duration: january xx to february xx
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目前所在: 越秀区 年 龄: 18
户口所在: 茂名 国 籍: 中国
婚姻状况: 未婚 民 族: 汉族
培训认证: 未参加 身 高: 165 cm
诚信徽章: 未申请 体 重: 40 kg
人才类型: 普通求职
应聘职位: 咨询热线/呼叫中心客服人员:
工作年限: 2 职 称:
求职类型: 实习 可到职日期: 一个星期
月薪要求: 20xx--3500 希望工作地区: 越秀区,天河区,荔湾区
工作经历
星奇异食品有限公司 起止年月:20xx-06 ~ 20xx-01
公司性质: 私营企业 所属行业:餐饮业
担任职位: 销售 工作描述: 介绍顾客需要的
聚佳商场 起止年月:20xx-05 ~ 20xx-05
公司性质: 私营企业 所属行业:美容/保健
担任职位: 化妆/销售 工作描述: 给需要的顾客化妆,化妆品·
离职原因: 个人原因
教育背景
毕业院校: 广东电子技术学校
最高学历: 中专
获得学位:
毕业日期: 20xx-08
专 业 : 商务管理
语言能力
外语: 英语 一般
粤语水平: 良好
其它外语能力:
国语水平: 良好
工作能力及其他专长
在工作中尽职尽责,爱向困难挑战,有一定的适应能力,做事稳重,有较强动手能力.性格开朗,工作稳健、认真、细心、忠于职守,保密意识强, 能够严格遵守财务制度,积极主动完成本职工作,接受挑战,具有团队精神具有职业操守和团队合作能力,善于交际,易于沟通.以及学习知识的速度较快,可塑性强
详细个人自传
本人性格开朗做事认真、负责,有耐心,心思敏捷,能吃苦耐劳
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