
Robert Smith 
Head Clerk

PERSONAL STATEMENT

Professional, efficient office clerk with 5+ years of experience working for a 
large corporate organization. Introduced a time management system and 
increased the efficiency of the office by 15%. Looking to leverage excellent 
project management and organization skills to help the team reduce office 
administration costs.

WORK EXPERIENCE

Head Clerk
ABC Corporation -   June 2010 – October 2014 

Responsibilities:

 Assisted SM and ASM in day to day store operations, opening and 
closing operations, cash deposit, and safe balance.

 Ensured the staff is on time and on task.
 Developed action plans to improve sales especially during peak 

business days Store was a top-five performing store in the company 
while maintaining growth in sales while maintaining high customer 
satisfaction.

 Onboarded training leads to the success of new associates and the 
growth of the store by having satisfied customers as seen in optional 
online surveys.

 Organized and executed Merchandizing Calendars, i.e., price, and 
display changes.

 Kept up with company standards was able to keep the store looking up 
to date and presentable for customer satisfaction.

 Quoted the market and facilitated large trades for a wide array of 
customers.

Head Clerk
Delta Corporation -   2009 – 2010 

Responsibilities:

 Write orders build displays stock use register close sore when the 
manager off.

 Same Duties as listed below.
 Assist with Grocery Manager Duties Cashier Customer service calls 

Closing.
 Completing paperwork, ordering items for the store, bank deposits, 

auditing registers, cleaning, making food, counting money, filling.
 Customer service, supervise employees, cycle count inventory at the 

end of the day, stock shelves, cashier.
 Started at an entry-level position as a courtesy clerk and worked way up

to head clerk.
 Skills Used Customer service, tracked inventory to maintain set 

quantities, managed employees, motivated employees to perform, 
checked customers.
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CONTACT DETAILS

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

SKILLS

Windows 8, Skype for 
Business, Oracle, Benefit
Elections, Data Entry, 
Cash Handling.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

A.A. in Architecture, A.A - September 2004(El Camino College - 
Torrance, CA)
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