
Alex Taylor
Operations & Customer Support

Example City | alex@example.com | +00 000 000 000 | example.com/alex

SUMMARY
Operations coordinator with experience organizing customer requests, maintaining accurate records and 
improving team handovers. Combines clear written communication with practical spreadsheet and 
reporting skills.

EXPERIENCE

Operations Coordinator
Example Services Ltd | 2023–2026

 Organized a shared queue of 80 weekly customer requests, assigning owners and documenting the 
next action for each case.

 Rebuilt a weekly handover checklist with the support team, reducing missing case notes from 18 to 5 in
a monthly sample of 100 cases.

 Prepared a weekly spreadsheet summary of open requests and overdue follow-ups for a five-person 
team.

Customer Support Associate
Example Retail Group | 2021–2023

 Answered order and delivery questions across email and chat, keeping clear notes for colleagues who 
handled follow-up.

 Wrote six internal response guides for recurring questions and helped two new colleagues learn the 
support workflow.

EDUCATION
Diploma in Business Administration | Example College | 2021

Relevant coursework: business communication, spreadsheet analysis and service operations.

SKILLS
Customer communication • Spreadsheet reporting • Process documentation • Scheduling • Excel • Shared 
inbox tools

FICTIONAL EXAMPLE • Replace all details with your own verified experience.
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