
Robert Smith 
Insurance Claims Representative

PERSONAL STATEMENT

Background includes installing/working with various fiber optic, data, 
telephone, and security systems, have also supervised and maintained 
confidential employee records, invoices, and payroll.

WORK EXPERIENCE

Insurance Claims Representative
ABC Corporation -   May 2004 – November 2006 

Responsibilities:

 Review and handle simple and straightforward claims (i.e., small theft or
minor automobile property damage) wrote or revised brief description 
of loss to ensure that it accurately reflects the actual circumstances of 
the incident in question.

 Determined and establishes liability, enters claim reserve requirements,
and made adjustments as necessary, during the processing of the 
claims.

 Communicated with policyholders, witnesses, and claimants in order to 
gather information regarding claims.

 Responded to various written and telephone inquiries including status 
reports.

 Explains the facts and logic behind decisions in a way that the 
customers were able to understand, even if they did not agree with the 
findings.

 Documented actual damages associated with claims and processed 
settlements within assigned authority limits.

 Maintained journal of claims processed and matched all open and 
closed mail to ensure proper tracking and processing of claims 
consistent with company guidelines and supervisory expectations.

Insurance Claims Representative
Delta Corporation -   1999 – 2004 

Responsibilities:

 Professionally answer incoming phone calls from policy holders, 
insurance agents, and, auto glass shops Used the appointment 
scheduling system to .

 Performed primary response to Automobile Insurance Claims of 
members; Provided real time support to members at time of accident to
ensure proper .

 Entered third-party data for various national insurance companies 
Verified accident facts, discussed policy coverage and reviewed 
insurance contracts .

 Sedona is a staffing company that placed me in a position with Dohrn 
Transfer with is a trucking company that Delivers freight throughout the 
United .

 Corresponded with insurance companies to process claims for lost or 
damaged freight Communicated with other transport companies in 
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CONTACT DETAILS

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

SKILLS

Active Directory, 
Ticketing Systems, Lotus
Notes, Remote Desktop, 
Java, HTML, Javascript, 
CSS.

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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locating lost .
 StateTX Banking Take inbound calls.
 Met and exceeded daily inbound call transaction standards.

Education

Certifications in Telecom/ Fiber optics/Security systems - 2006(Orbit 
Educational Group - Philadelphia, PA)
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