
Robert Smith 
Booking Officer

PERSONAL STATEMENT

Seeking a booking officer position for career growth. Consistently 
maintained a calm demeanor while managing multiple projects in fast-
paced environments. Demonstrated problem solving and active listening 
skills in successfully resolving issues with tact and ease.

WORK EXPERIENCE

Booking Officer
ABC Corporation -   2000 – 2005 

Responsibilities:

 Responsible for the intake, and processing of individuals that had been 
arrested for various crimes.

 Helped with community awareness programs for victimization, drugs, 
and gangs.

 Received and processed inmates into the custody of the institution.
 Prepared routine records on inmates and performed general clerical 

duties.
 Gathered information for investigations by interviewing and obtaining 

the statements of the victims, witnesses, suspects, and confidential 
informants. Responsible for intake of prisoners, transporting prisoner, 
court, fingerprinting, answer phones, bail bonds, background checks, 
jail releases.

 Worked closely with the clerk of courts to ensure accuracy of inmate 
information, charges, court dates, and bond information.

 ${job_description7}

Booking Officer
Delta Corporation -   2008 – 2010 

Responsibilities:

 Countable for booking inmate, responsible for maintaining all inmates 
files including court paperwork and bonds, responsible for releasing 
inmates.

 Completed all types of Bonds.
 Gathered arrest and booking documentation, fingerprints, and mug 

shots.  Prepared court paperwork and got inmates ready to view the 
judge for magistrates.

 Would pass out breakfast and lunch to all inmates.
 Would answer phone calls from all agencies and from the public as well 

requesting information.
 Would book in all inmates into aegis system, obtain fingerprints and 

mug photos.
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CONTACT DETAILS

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

SKILLS

Data Entry, Customer 
Service, Background 
Checks.

LANGUAGES

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

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

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

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

High School Diploma - (San Juan College - Farmington, NM)
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