
Robert Smith 
Data Abstractor

PERSONAL STATEMENT

Motivated, charismatic young professional Experienced in learning and 
utilizing a new technology. Comfortable interacting with customers, 
management, and various teams in a professional manner with an ability to
effectively disseminate information.

WORK EXPERIENCE

Data Abstractor
ABC Corporation -   August 2004 – October 2007 

Responsibilities:

 Responsible for all document copies needed to complete file, including 
probate records, Heirship records, lien searches, etc.

 Delivered the completed file to that title examiner in a timely and 
organized manner.

 Detailed daily reports and responsible for continuing education, child 
development, CPR and First Aid.

 Review deeds from 1860 to present for defects in title draft certified 
title opinions in various counties in WV, OH, and PA.

 Assist with due diligence projects and contractual closings draft and 
review division orders.

 Review medical records and abstract pertinent information to complete 
diagnosis forms on blood pressure and diabetic eye exams for several 
different medical insurance companies.

 Trouble-shoot and establish corrective methods for the overall 
production process.

Abstractor
ABC Corporation -   2001 – 2004 

Responsibilities:

 Worked as an independent contractor doing abstracts and research for 
attorneys.

 Checked public records in Clerk of Court offices.
 Worked most parishes in the state.
 Traveled the state regularly.
 Discussed abstracts with clients.
 Scheduled work with other abstractors.
 Worked primarily as an abstractor, but occasionally did office work 

(answering phones, typing, etc.).

Education

HS - (De Leon High School - De Leon, TX)
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Typing 80 WPM, 
Microsoft Office, 
Quickbooks, Epic, 
Greenway.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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