
Robert Smith
Intermediate Clerk

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Intermediate Clerk with 10+ years of experience in now seeking to gain and maintain long term 
employment in an environment where one can use advanced customer service skills to ensure 
customer satisfaction. Seeking to gain a career position where one can fully utilize skills, 
experience, and education while contributing to the benefit of the employer.

SKILLS

Data Entry, Word, Excel, Internet, Powerpoint, Phone, Typing, Research, Receptionist, 
Administrative, Customer Service, Billing, Medical Terminology.

WORK EXPERIENCE

Intermediate Clerk
ABC Corporation  2015 – 2020 
 Functioned as the first point of contact for employees regarding payroll.
 Filtered questions, researched issues, obtained, and communicated information to employees.
 Retrieved, re-filed, and delivered medical records to the hospital and clinic staff of the 

hospital.
 Updated confidential employee and patient information on a proprietary software database.
 Performed essential office support functions sorted mail managed incoming calls, performed 

filing, copying, and scanning.
 Functioned as the first point of contact.
 Transferred cases out of the district.

Intermediate Clerk
Delta Corporation  2010 – 2015 
 Provides basic clerical duties such as typing, filing, copy, phone and print Superior court and 

Department of Mental Health communication Document.
 Assisted the Administrator with ward surveys to check for best space usage, recorded and 

transcribed minutes.
 Personnel department-Intermediate Clerk/Light Typing.
 Sorting, filing, and organizing legal papers for digital scanning, checking a document for, 

removal of staples and completeness and accuracy, batching.
 Signed in students for the assessment test Helped students by gathering confidential 

information Gave specific instructions on how to assess students.
 Receive a ship ticket into the PeopleSoft system for a Master Supply Contract blanket 

purchase order for a three-way matching process and proper account.
 Work with Strategy Management Bureau attended the CORE meetings and help out any.

EDUCATION

Information Technology - (West Los Angeles College Culver City - Culver City, CA)
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