
Robert Smith 
Automotive Service Writer

PERSONAL STATEMENT

To obtain an Automotive Service Writer position in an industry where I can 
maximize my interpersonal skills, educational background, and past 
experiences. Working at a desk, wearing a wired headset, while talking to 
customers in a high-volume, fast-paced, and sometimes stressful 
environment. Determining and recommending necessary maintenance 
based on age, mileage and history of the vehicle.

WORK EXPERIENCE

Automotive Service Writer
ABC Corporation -   January 2004 – August 2009 

Responsibilities:

 Discussed problems or concerns the customer had with their vehicle.
 Filed customer paperwork, answered phone calls, took copies of 

customer information.
 Entered all valid vehicle information into the shops system.
 Quoted the time needed to repair vehicles as well as the cost for 

repairs.
 Relayed all customer concerns to the service technician working on the 

vehicle File paperwork and answer incoming calls, and provide 
customers with copies of work performed on vehicles.

 Input all valid vehicle information into the shops database.
 Quoted the time needed to repair vehicles.

Automotive Service Writer
Delta Corporation -   2003 – 2004 

Responsibilities:

 Greet customers and write them up for car service.
 Learned New database system within a couple of weeks After six 

months I was solely entrusted with writing up service orders Maintained 
various work/.

 Diagnosed potential auto service needed, wrote up service tickets for 
vehicle repairs and maintenance.

 Writing up estimates &amp; repair orders, ordering parts, stocking, data
entry, billing, customer service.

 Greet customers upon arrival and ensure they have all the proper 
products for their vehicle including tires, oil change, batteries and any 
other .

 Build Modulars.
 End Caps, Ensure sales floor is up to par, assist customers in any way 

needed, operate cash register.

Education

GED
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CONTACT DETAILS
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www.qwikresume.com

SKILLS

Operating Systems: 
Linux, Windows, 
Programming 
Languages: C++,Verilog,
Matlab, Software: 
LTspice, Altera Quartus II,
Microsoft Office.

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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