
Robert Smith 
Freight Clerk

PERSONAL STATEMENT

Responsible for inventory control/checking as well as the preparation of 
documentation such as work orders, shipping orders and Bills of Lading. 
Work closely with suppliers and customers to ensure any problems, 
damages or anomalies are corrected.

WORK EXPERIENCE

Freight Clerk
ABC Corporation -   August 1994 – November 1999 

Responsibilities:

 Verified and maintained records on incoming and outgoing shipments.
 Prepared items for shipment.
 Audited freight invoices to address and resolve any errors or 

discrepancies ensuring accurate charges are assessed and forwarded to
the appropriate divisions prior to submitting to Accounts Payable for 
final processing.

 Researched and disputed overcharged claims ensuring resolution in a 
timely and accurate method, creating and submitting manual invoices 
to the Accounts Receivable department as needed before reporting 
outstanding, unpaid and disputed invoices to the controller at the end 
of each accounting period.

 Examined contents and compare with records, such as manifests, 
invoices, or orders, to verify accuracy of the incoming or outgoing 
shipment.

 Prepared documents, such as work orders, bills of lading, or shipping 
orders, to route materials.

 Conferred or corresponded with establishment representatives to rectify
problems, such as damages, shortages, or nonconformance to 
specifications.

Freight Clerk
Delta Corporation -   1993 – 1994 

Responsibilities:

 Unloading and breakdown of incoming trucks.
 Organization, stock and putting away items off u-boats to there proper 

destinations in the store.
 Restocking/ redoing end caps in the store.
 RF scan gun experience.
 Preparing and finalizing shipping paperwork, assigning and logging 

seals and placards for shipments.
 Loaded heavy equipment and packages for delivery Read directions and

navigated various traffic stops.
 Pulled and checked 30-40 orders daily to be shipped to customers 

Loaded complete orders on stationary freight truck.
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CONTACT DETAILS

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

SKILLS

Claims 
Management/Investigati
ve , Risk Assessment, 
Communication Skills.

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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Education

High School Diploma
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