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CUSTOMER SERVICE SPECIALIST 
SKILLS

Excellent Communication Skills • Multitasker • Scheduling • Time Management • Event Coordination • Problem Solving • Dependable • Team Player • Organized • Tech Savvy Bilingual: Spanish


PROFESSIONAL EXPERIENCE

Xfinity Live, Philadelphia PA • 2017-Present

Banquet Server Coordinator

· Help facilitate room set-up for events with tables, banquet equipment, and arranging the room to client’s desires- ensuring everything is clean and organized.
· Perform cleaning tasks and breakdown of service. 
· Run food from the kitchen to the event making sure buffet is always full.  
· Maintain communication with kitchen personnel for event needs.
· Maintain a professional presence in the room at all times to be available to clients for any immediate needs.  
· Maintain constant communication with other team members for necessary tasks that need to get done.
· Work well and communicate with team members so the client is satisfied with their service. 
· Respond and interact with guests in a friendly manner and allow them to enjoy the service. 
· Monitor the room ensuring constant cleanliness by picking up any dishes and trash and organizing the buffet table to maintain food presentation. 
· Communicate with manger regarding any special needs. 
· Communicate with clients to resolve complaints and ensure satisfaction.
· Maintain constant knowledge of menu items and recommend alternative options.







LA Fitness, Philadelphia, PA • 2018 

Front Desk Receptionist

· Greeted all members/guests in a pleasant manner. 
· Maintained a record of all the guest and members coming into the gym. Handled inquiries.
· Handled all incoming calls and answered inquires while keeping management updated as needed. 
· Resolved all customer complaints and made sure customers were satisfied with their service at all times. 
· Administered and processed payments made by members.
· Helped members with any questions/concerns about their account over the phone or in person. 
· Maintained front desk area clean and organized.
· Coordinated the bookings of any classes requested by the members.
· Transferred calls over to sales and managers.
· Maintained fitness equipment.
· Managed all cash transactions from guest.  
· Made calls to members that had needed to update their account.


EDUCATION

Franklin Towne Charter High School
Class of 2017

Community College of Philadelphia
2017




