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SUMMARY

Courtesy booth clerk provide high-quality customer service in accordance with our Companys 
customer service standards and policies and procedures. Operate electronic scanning cash 
register to total customers final bill.

SKILLS

Excellent communication skills, Outgoing, friendly and helpful manner.

WORK EXPERIENCE

Courtesy booth clerk
ABC Corporation  2000 – 2005 
 Performed routine filing within two days of receipt in office, maintaining paper and electronic 

files.
 Scanned all documents received and sent and properly index in firms document management 

system and paper files.
 Made photocopies of correspondence, documents and other printed matter as requested or 

necessary by attorneys, paralegals or legal secretaries.
 Eliminated outdated, unnecessary or duplicate materials, properly destroying them, as 

requested.
 Sent closed files to an off-site location.
 Finded and retrieved information from files in response to requests from attorneys, paralegals 

and other team members.
 Mail, fax, courier or arrange for delivery of case documents to co-counsel, opposing counsel, 

court officials, etc.

Courtesy booth clerk
Delta Corporation  1993 – 1997 
 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.

EDUCATION

High School Diploma
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