
Robert Smith 
Courtesy booth clerk

PERSONAL STATEMENT

As a Courtesy booth clerk, responsible for providing assistance to the team 
which consists of the secretaries and timekeepers as well as performs a 
variety of duties and others deemed appropriate.

WORK EXPERIENCE

Courtesy booth clerk
ABC Corporation -   2000 – 2005 

Responsibilities:

 Handled each customer transaction in a courteous, friendly manner. Go 
out of your way to satisfy any request for assistance and take customer 
to item located within the store.

 Assisted customers in retrieving items from inaccessible areas or in 
obtaining products that are either located in the back room or that they 
may have difficulty in handling.

 Observed all store rules and company policies.
 Safety conscious and correct any unsafe conditions observe.
 Observed shift operating hours at all times as scheduled or assigned by 

store manager.
 Adhered to all local, state, and federal health and civil code regulations.
 Carried out various assignments made by store manager.

Courtesy booth clerk
Delta Corporation -   1993 – 1997 

Responsibilities:

 Knowledge of the front end computer systems to troubleshoot and 
resolve problems.

 Follow through on all new programs and policies and stay current with 
changes in policies and procedures.

 Ensure that associates understand company policies and procedures 
throughout the department and set an example which exhibits these 
policies.

 Work with front end associates to correct areas of performance that 
need attention; identify problems and make recommendations to the 
store manager as appropriate.

 Present favorable impression in dress, personal hygiene, and a business
attitude and professional image at all times.

 Notify management of associate theft, customer shoplifting, 
unauthorized mark downs or property defacement.

 Other duties as assigned by management.

Education

High School Diploma
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SKILLS

Good hand-eye 
coordination skills, Well-
groomed, pleasant 
appearance.

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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