
Robert Smith 
Customer Service Clerk/Front Desk

PERSONAL STATEMENT

Able to gather facts from a variety of sources and derive keen insights from
disparate pieces of information. Knowledgeable of college counseling and 
the specific levels of academic performance. Creative and able to produce 
programs that will secure new students for the University and ensure 
academic success. Demonstrated ability to conduct assessments.

WORK EXPERIENCE

Customer Service Clerk/Front Desk
ABC Corporation -   May 2010 – January 2014 

Responsibilities:

 Entering in timesheets and vacation hours for payroll Cashed checks 
and paid vendors.

 Processed money orders, MoneyGrams and bill payments.
 Addressed and resolved customer complaint.
 Count out register drawer at the beginning and ending of each shift.
 Performed inventory of cigarettes and other tobacco products twice 

daily.
 Assisted in taking full store inventory on a quarterly basis.
 Coordinated and managed demanding work flow activities such as 

opening and sorting mail and faxes and answering multiple phone lines.

Customer Service Clerk
ABC Corporation -   2007 – 2010 

Responsibilities:

 Take orders from Patrons, Provide customer service, Serve food and 
beverages to patrons, Prepare checks and answer any questions they 
have about the menu Receive payment by cash, check, credit cards, 
vouchers, or automatic debits.

 Issue receipts, refunds, credits, or change due to customers.
 Count money in cash drawers at the beginning of shifts to ensure that 

amounts are correct and that there is adequate change.
 Greet customers entering establishments.
 Answer customers questions, and provide information on procedures or 

policies.
 Compute and record totals of transactions.
 Sort, count, and wrap currency and coins..

Education

Accounting - July 2015(Ashford University)
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CONTACT DETAILS
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www.qwikresume.com

SKILLS

Customer Service.

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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