
Dani Example
Customer service · Moving into user support

dani@example.com   ·   Seville, Spain

PROFESSIONAL SUMMARY

Customer service professional experienced in logging issues, explaining procedures and following up on cases. Moving towards user 

support. I bring clear communication and case documentation while continuing to learn technical troubleshooting; I do not have system 

administration experience.

EXPERIENCE

Customer service assistant — Example retailer (fictional case)
2023–2026

• Logged enquiries and returns in the internal tool, recording the issue and next step.

• Explained purchasing and return procedures in person and by email.

• Coordinated order follow-up with the warehouse and communicated the status to customers.

EDUCATION

Upper secondary education — Example school (2021–2023)

SKILLS

Transferable skills: Issue logging, Email communication, Case follow-up, Procedure documentation

LANGUAGES

• Spanish: native

• English: self-assessed B1, not certified


