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Professional Summary
Career-change candidate translating client service, operations, and communication experience into customer success, onboarding support, CRM hygiene, and structured follow-through.
Core Skills
Customer communication | Onboarding support | Issue resolution | CRM updates | Account notes | Relationship management | Prioritization | HubSpot | Salesforce | Excel
Professional Experience
Customer Success Coordinator, SummitLoop Software | Austin, TX | 2022-Present
· Translated client-service experience into account coordination, issue resolution, success-plan documentation, and clear stakeholder communication.
· Completed practical training projects covering CRM hygiene, customer onboarding checklists, and support handoff documentation.
· Tracked customer questions, blockers, and follow-up actions in shared systems to improve visibility for managers and account teams.
Operations Specialist, BrightPath Services | 2018-2022
· Managed customer-facing requests with careful prioritization, accurate notes, and timely escalation for unresolved issues.
· Created communication templates that improved consistency for status updates, next steps, and service expectations.
Coordinator, Cedar & Lane | 2016-2018
· Maintained accurate project records, customer or stakeholder updates, recurring reports, and follow-up actions for managers and cross-functional teams.
· Improved day-to-day execution by organizing documentation, tracking open tasks, and communicating status changes before deadlines.
Selected Projects
· Customer Onboarding Plan: Built a 30-day checklist for kickoff, training, adoption goals, and risk notes.
· Transferable Skills Map: Connected service, operations, and coordination examples to target customer success tasks.
Education
Bachelor of Arts in Communication, University of Texas at Austin
Certifications
Customer Success Foundations | Salesforce Associate
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