
Import 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 employment with a company where can use talents and skills to grow and expand the 
company. Succeed in a stimulating and challenging environment, building the success of the 
company while experience advancement opportunities.

Skills

Type 60 Wpm, Filing, Excel, Word, Answering Phones, Customer Service, Data Entry.

Work Experience

Import Clerk
ABC Corporation  2018 – 2022 
 Managed import office in such a way that all deadlines can be met.
 Managed import processes in a cost effective and efficient way.
 Ensured all regulations regarding Imports.
 Managed all financial duties regarding import processes in an effective and responsible way.
 Built strategic, professional and ethical relationships with internal clients and external entities 

in the industry.
 Maintained effective and professional relationships with external entities.
 Accurated and timeous reporting of relevant management information to Strategic 

Procurement Manager.

Import Clerk
Delta Corporation  2005 – 2009 
 Maintain records on the destination, weight, and charges on all incoming and outgoing 

shipments.
 Perform data entry, labeling, and filing, generate import files, assist with the tracking and 

expediting of freight, and freight and broker invoice auditing.
 Ensure accuracy of rate charges by verifying classification of materials with rate schedule.
 Monitor pending shipments related to the shipping schedules of purchases issued and update 

the traffic record system.
 Confirm information, provide product information, resolve problems, determine method of 

shipment and ship items, and maintain records.
 Scan or hand enter information into a computer.
 Enter incoming and outgoing freight data, such as destination, weight, route initiating 

department, and charges into record system.

Education

Master in English Language Teaching - 2003(Anatolian University)
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