
Robert Smith 
Correspondence Specialist

PERSONAL STATEMENT

Seeks to obtain a position as an Administrative Specialist, to utilize skills 
and abilities as an administrator, an enthusiastic, and goal orientated, 
willing to assist the corporation in which one is employed to rise to the top 
by using unique and efficient abilities to bring growth to the corporation.

WORK EXPERIENCE

Correspondence Specialist
ABC Corporation -   April 1988 – November 1997 

Responsibilities:

 Performed a variety of clerical duties for the department, including 
shared responsibilities for co-workers when needed including sharing 
responsibilities for Receptionist when needed.

 Monitored and provided patient health care information to legitimate 
requestors, ensure patient privacy and confidentiality at all times.

 Functions in cooperation with various other sources concerning patient 
health care information, Insurance companies, attorneys, and other 
acute care institutions, Armed Forces, Physicians offices.

 Ordered documents and work closely with CGH Risk Manager 
concerning specific cases for Court Orders and Subpoenas.

 Demonstrated the ability to pay close attention to detail, being 
empathetic to customers, being positive, being a driving force.

 Maintaining professional, informative communication with various 
parties.

 Developed a knowledge-base in an unfamiliar field to properly execute.

Correspondence Specialist
Delta Corporation -   1987 – 1988 

Responsibilities:

 Which consisted of servicing customers who had contacted us by email 
or letter for account inquires, process credit balance checks, closed 
accounts.

 Received an award for star customer service and quality assurance.
 Demonstrated the ability to pay close attention to detail, being 

empathetic to customers, being positive, being a driving force.
 Maintaining professional, informative communication with various 

parties Developing a knowledge-base in an unfamiliar field to properly 
execute.

 Responsible for word processing of letters, memos, and reports.
 Performed back-up receptionist duties, faxing, filing, order entry, 

machine transcription, copying, various projects, and preparation of 
mail.

 Assumed some duties of office manager during her long-term absence.
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CONTACT DETAILS

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

SKILLS

Word, Excel, Power Point.

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

Associate In Business Management - (Southern Technical College - 
Tampa, FL)
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