
Robert Smith 
Head Clerk

PERSONAL STATEMENT

Extensive experience in customer service, clerical and project 
management. Outstanding customer service skill set with a proven record 
of reliability and responsibility. Seeks to secure a position utilizing 
customer-friendly and interpersonal skills in assisting individuals.

WORK EXPERIENCE

Head Clerk
ABC Corporation -   May 2006 – October 2014 

Responsibilities:

 Welcomed and interacted with all customers in an upscale market.
 Provided face-to-face and on the phone customer service in a friendly 

and helpful manner.
 Provided and answer customers questions about product information as 

necessary.
 Compared merchandise invoices to items actually received to ensure 

that shipments are correct.
 Recommend and advise on products selected based on customer needs 

and desires.
 Trained, motivated the new hires, and provided information about 

company policies such as termination procedures, absences, promotion,
and performance.

 Stocked shelves, racks, cases, bins, and tables with new or transferred 
merchandise.

Head Clerk
Delta Corporation -   2004 – 2006 

Responsibilities:

 Greeted customers entering the store to ascertain what each customer 
wanted or needed. Recommended, selected, and helped locate and 
obtain out-of-stock.

 Supervised clerks and courtesy clerks in providing efficient checkout 
and superior customer service.

 Responsible for filling changers, acquiring change, pulling cash from 
check stands, and dropping deposits.

 Other duties included checking, out of stocks, facing end displays, 
service huddles, and light accounting.

 Hands-on experience/ trained in work safety Replaced stock on shelves.
 Rotated merchandise Assisted with a computer, register, and scanner 

functions; operated electronic scanner cash register to total customers 
final bill.

 Overall department and fiscal management of cash and deposits, 
planograms, scheduling, maintenance of weekly reports, and oversight 
of meetings.
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CONTACT DETAILS

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

SKILLS

PDF, Microsoft Suite, Tri-
lingual, 35 Wpm, Strong 
Organization, Very Quick
Learner.

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/
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Education

Associate Degree Applied Science in Criminal Justice - 2008(Heald 
College of San Francisco - San Francisco, CA)
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