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CUSTOMER SERVICE RECEPTIONIST FULL-TIME
CARLSBORG
Name  





         Date  




Email Address:  


Feel free to reformat this form on your own computer.

EXPERIENCE AND KNOWLEDGE: (briefly describe and indicate number of years of experience)
1.
Customer service experience:
2.
Give a brief description of your communication skills:

3.   Computerized customer service information systems:

4.
Data entry and software proficiency:

5.
Experience and methods of dealing with difficult or angry customers:

6.
Handling multi-line telephones:

7.
Dealing with a high volume of customers and incoming phone calls:

8.
Receipting payments and balancing cash drawers:

9.
Office equipment operated:
Keyboard typing


yes


no



wpm

                          10-key adding machine by touch                  yes


no




Other:
























TRAINING:
1.
High school diploma or equivalent
yes


no





Name of High School:
2.
College, University, or Technical School attended:


Years:

Degree, certificate, classes taken:

3.
College level courses completed in:



a)
Accounting


b)
Word processing


c)
English/Grammar


d)
Other business-related courses

D.
Additional education and related courses helpful to this position:

OTHER:

Specify how you heard about this job opening:

· Ad:
Name of Newspaper

· Website:
URL

· Referred by:
Name



· Other:



Signature



Date

SUPPLEMENTAL QUESTIONNAIRE
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