
Robert Smith 
Intermediate Clerk

PERSONAL STATEMENT

Qualified Intermediate Clerk with over 4 years of experience. A responsible 
and challenging position that will utilize skills to benefit the company, 
expand knowledge, offer opportunities for professional growth.

WORK EXPERIENCE

Intermediate Clerk
ABC Corporation -   November 2011 – March 2012 

Responsibilities:

 Operated office machines such as photocopiers and scanners, facsimile 
machines, voice mail systems, and personal computers.

 Answered telephones, direct calls, and take messages.
 Maintained and update filing, inventory, mailing, and database systems 

either manually or using a computer.
 Communicated with customers, employees, and other individuals to 

answer questions, disseminate or explain information, take orders, and 
address complaints.

 Opened, sorted, and routed incoming mail, answer correspondence and 
prepare outgoing mail.

 Compiled, copied, sorted, and filed records of office activities, business 
transactions snd other activities.

 Computed, recorded, and proofread data and other information such as 
records or reports.

Intermediate Clerk
Delta Corporation -   2008 – 2011 

Responsibilities:

 Assist customers when needed Manage a clean working area Keep order
in the stock room.

 Data entry, scheduling patients appointments, answering phones, make
copies, medical packets, medical screening, input patients information, .

 A sense of accomplishment would be helping those in need with 
supportive services, medical attention, and referrals to other services.

 Sorts and files records and other documents.
 Answers inquiries over the telephone/counter regarding services and 

general departmental procedures.
 Quickly and effectively solve customer challenges.
 Maintain quality control/satisfaction records, constantly seeking new 

ways to improve customer service.

Education

Certificate in Dental Assistant - 2001(United Education Institute - 
Huntington Park, CA)
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SKILLS

Customer Service, Child 
Development, Front 
Office Assistance.

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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