
Robert Smith 
Circulation Assistant/Consultant

PERSONAL STATEMENT

Highly energetic, outgoing and detail-oriented. Able to handle multiple 
responsibilities simultaneously while providing exceptional customer 
service. Highlights Organized Time management Detail-oriented Cash 
handling accuracy Excellent multi-tasker Flexible schedule Strong 
communication skills Personnel training and development.

WORK EXPERIENCE

Circulation Assistant/Consultant
ABC Corporation -   February 2004 – March 2006 

Responsibilities:

 Recovered subscription orders not delivered to stores, hospitals, 
libraries, or schools.

 Assess sales of newspapers to determine the quantity required to 
maximize effective sale of products being sold.

 Weekly college of subscription payments from customers and preparing 
accounting reports for banking deposits.

 Repair broke or damaged newspaper vending machines.
 Establish positive working relationships with vendors to increase sales 

and reputation of newspapers among customers.
 Assisting the library with any other help that they needed.put stickers 

on the DVDs and shelved books as well.
 Assisting the library with any other help that they needed. helping 

customers with their accounts and any fines

Circulation Assistant
ABC Corporation -   2000 – 2004 

Responsibilities:

 Would check books out/in to/for patrons.
 Would print off the papers for the patrons and handled their money.
 Would have to answer the phone and direct calls.
 Would have to dust off book shelves and the books themselves.
 Also had to put the books back onto the selves.
 Also had to do a head count every hour to see how many patron we 

have and where they were sitting.
 Always asked for help when needed.

Education

Visual Arts - 1980(County College of Morris - Township of Randolph, 
NJ)
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CONTACT DETAILS

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

SKILLS

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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