
Robert Smith 
National Dispatcher

PERSONAL STATEMENT

Strong self-starter, highly productive individual with excellent 
organizational, interpersonal situations, even under stressful conditions. 
Highly motivated: able to think independently when called upon to quickly 
resolve complex situations, even under stressful conditions. Committed, 
adaptable and responsible work ethic and great communicator. Able to 
represent a company with professionalism and confidence.

WORK EXPERIENCE

National Dispatcher
ABC Corporation -   May 2016 – Present 

Responsibilities:

 Managing the dispatching of work to service installation and repair 
technicians to meet customer committed time frames in an area 
covering over a million customers.

 Heavy data analysis required to determine the most efficient and 
effective way to allocate resources throughout the day in a fast paced 
environment.

 Include answering inbound calls from department clerks, managers, and
customers informing them of the status of their orders and 
communicating with multiple departments to ensure timely resolution 
to all inquiries.

 Build rapport with customers through effective and precise 
communication.

 Provide superior customer service and work quality while demonstrating
attention to detail, flexibility, and innovation in resolving problems.

 Possess effective communications skills, and work well with others at all
levels.

 Proven ability to handle large volume calls in a professional and 
courteous manner.

Labeler/Checker
ABC Corporation -   May 2014 – May 2016 

Responsibilities:

 Responsible for processing order requests to ensure on-time product 
delivery for 400 to 800 orders per day.

 Owned the entire process from processing the initial request for 
products, sending merchandise requests to product departments.

 Inspection of product to ensure quality and correct product to be 
delivered, and distribution of products for final delivery to a customer.

 Entrusted with progressively larger amounts of responsibility including 
training new employees in correct processes and procedures.

 Examined contents and compared with records, such as manifests, 
invoices, and ordered, to verify the accuracy of incoming and outgoing 
shipment.

 Packed, sealed, labeled and affixed postage to prepare materials for 
shipping, using work devices such as hand tools, power tools, and 
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CONTACT DETAILS

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

SKILLS

Communication, Multi-
Tasking, Critical 
Thinking, 
Professionalism, 
Punctuality, Teamwork, 
Keyboarding, Microsoft 
Office Applications, 
Customer Service, 
Instructing/Training, 
Telecommunications

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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postage meter.
 Consisted of being the lifeline to all emergencies that came thru 

dispatch.

Education

Associates in General Education - (Chaffey College)Diploma - 
(Montclair High School - Montclair, CA)
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