
Desk Clerk

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

Seeking a position to utilize my skills, potential and abilities in the company, offer professional 
growth while being resourceful, persistent, innovative and flexible.

Skills

communication, counting down register, and running the cash register.

Work Experience

Desk Clerk
ABC Corporation  December 2010 – February 2011 
 Responded to requests, delivers messages, and ran errands.
 Answer telephones, direct calls, and take messages.
 Maintain and update filing, inventory, mailing, and database systems, either manually or 

using a computer.
 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.
 Compile, copy, sort, and file records of office activities, business transactions, and other 

activities.
 Compute, record, and proofread data and other information, such as records or reports.

Desk Clerk
ABC Corporation  2007 – 2010 
 Contact (410)286-7301 Provide administrative/secretarial support for upper management to 

include resolving a range of administrative problems and inquiries including drafting official 
correspondence, filing and data entry Facilitate meetings and projects.

 Coordinated multiple priorities and projects.
 Managed Lodging reservations and special events for visiting clients.
 Provided exemplary customer service to all clients.
 Performed financial functions including accounts payable and receivable.
 Prepare confidential costing reports on a daily basis.
 COMPUTER EXPERTISE Microsoft Office (Word, Excel, Power Point, Outlook) Adobe Acrobat, 

Internet Research.

Education

Paralegal Studies - (South Plains College - Lubbock, TX)
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