
Robert Smith 
Customer Service Clerk

PERSONAL STATEMENT

Qualified Customer Service Associate with seven years experience fast-
paced customer service environment. Personable and professional under 
pressure, and adept at working in diverse retail and customer service 
environments.

WORK EXPERIENCE

Customer Service Clerk
Pathmark -   May 2008 – 2019 

Responsibilities:

 Greeted customers entering the store to ascertain what each customer 
wanted or needed.

 Politely assisted customers in person and via telephone.
 Provided an elevated customer experience to generate a loyal clientele.
 Managed wide variety of customer service and administrative tasks to 

resolve customer issues quickly and efficiently.
 Directed calls to appropriate individuals and departments.
 Monitored cash drawers in multiple checkout stations to ensure 

adequate cash supply.
 Entered financial data into the company accounting database to be 

verified and reconciled.

Customer Service Clerk
City Of Sioux City -   2005 – 2008 

Responsibilities:

 51102 Receive utility bill payments and apply to customers accounts 
Process and record permits and licenses, receive ad record cash 
receipts.

 Receive phone reads and apply to customer accounts.
 Serve as a receptionist, answered phone and provide assistance and 

directions to visitors and callers.
 Operate office machines, such as photocopiers and scanners, facsimile 

machines, voice mail systems, and personal computers.
 Communicate with customers, employees, and other individuals to 

answer questions, disseminate or explain information, take orders, and 
address complaints.

 Open, sort, and route incoming mail, answer correspondence, and 
prepare outgoing mail.

 Balance cash drawer daily Assist with translations when and where is 
needed-.

Education

High School Diploma - (Brandywine High School - Wilmington, DE)
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CONTACT DETAILS

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

SKILLS

Cash Handling, 
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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