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JAMES CLARK
Computer Clerk

support@qwikresume.com (123) 456 7899 Los Angeles

www.qwikresume.com

SKILLS

Office Software Proficiency

Data Visualization Tools

Data Collection

Data Entry Training

Customer Database Management

Interpersonal Skills

INTERESTS

 Film  Sports
Coaching

 Star Gazing  Drawing

STRENGTHS

 Politeness  Confidence

 Flexibility  Stability

LANGUAGES

English Italian German

ACHIEVEMENTS

Streamlined data entry process,
reducing errors by 20%.

Implemented a tracking system
for documentation, increasing
retrieval speed by 30%.

PROFESSIONAL SUMMARY

Resourceful Computer Clerk with 5 years of experience in data 
management and system administration. Proficient in 
maintaining accurate records, optimizing workflows, and 
enhancing operational effectiveness. Committed to leveraging 
technical skills and attention to detail to support organizational 
goals and improve data integrity across diverse platforms.

WORK EXPERIENCE

 Apr / 2022-Ongoing



Computer Clerk
Seaside Innovations Santa Monica, CA

1. Maintained comprehensive records of computer systems 
requirements and updates.

2. Developed an efficient tracking system for documentation, 
improving retrieval times.

3. Coordinated with vendors to acquire quotes for purchases 
under Government Purchase Card guidelines.

4. Revamped the processing workflow for computer system 
documentation, enhancing efficiency.

5. Organized workspace to optimize productivity, ensuring all 
pending tasks were managed effectively.

6. Created a log for business purchases to streamline tracking by 
GPC buyers.

7. Facilitated communication between office staff and 
management for project updates.

 Apr / 2020-Apr / 2022



Computer Clerk
Lakeside Apparel Co Chicago, IL

1. Generated daily operational reports to assess performance 
metrics.

2. Performed data entry, conducted client interviews, and 
handled phone inquiries.

3. Utilized multitasking skills to meet monthly quotas effectively 
with team collaboration.

4. Provided customer service and scheduled appointments to 
enhance client satisfaction.

5. Assisted in assembling and maintaining computer systems 
on-site.

6. Troubleshot technical issues for personal computers and 
laptops for users.

EDUCATION


Apr /
2018

-
Apr /
2020



Associate of Science in Information
Technology
Tech Valley Community College Portland, OR

Studied key principles of computer systems, data management, 
and information technology.
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