
Robert Smith 
Copy and Print Associate I

PERSONAL STATEMENT

Goal-oriented Front Office Associate with 8 years' experience in a fast-
paced medical office. Attention to detail, multitasking skills, and excellent 
customer service as well as remarkable communication and time 
management skills. Handles tasks with accuracy and efficiency.

WORK EXPERIENCE

Copy and Print Associate I
ABC Corporation -   October 2001 – February 2008 

Responsibilities:

 Oversee activities directly related to making products or providing 
services.

 Answer customer questions and advise customer on selection best 
suited to their needs.

 Itemize and total customer merchandise at checkout using cash register
and take payment as cash, check or credit.

 Read job orders to determine the type of work to be done, the 
quantities to be produced, and the materials needed.

 Operate office machines such as high speed business photocopiers, 
scanners, folding and binding machine.

 Monitor machine operation and make adjustments as necessary to 
ensure proper operation.

 Maintain stock of supplies and requisition any needed items.

Copy And Print Associate
ABC Corporation -   1998 – 2001 

Responsibilities:

 -place orders for customers -scan, copy, print orders to requested sizes 
and enhancements.

 clean/organize the copy and print area -quote accurate wait times for 
order completions to ensure good quality and customer satisfaction.

 maintain inventory and place meter reads for the printers.
 cashier when needed to include offering rewards membership, 

requesting surveys, and handling money.
 I received an award for customer superstar and a bravo card.
 Also, my customer satisfaction made for many return customers.
 Skills Used Typing skills, computer skills, money handling, excellent 

customer service skills, and a vast means of trouble shooting for the 
copy machines..

Education

High School Diploma - (Bishop DuBourg High School - St. Louis, MO)
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CONTACT DETAILS

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

SKILLS

Front Office Associate, 
Office Assistant.

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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