
Robert Smith 
Inventory Clerk/Material Handler

PERSONAL STATEMENT

A dedicated goal-oriented productive team member, who in results driven 
and brings a wide range of experience in pharmaceutical operations, 
always willing to help achieve goals and improve daily requirements. Earns 
loyalty and respect from colleagues and works for a team driven 
environment. Achieves and contributes to goals and values of the company.
Also takes on additional roles and responsibilities as needed.

WORK EXPERIENCE

Inventory Clerk/Material Handler
ABC Corporation -   September 2013 – Present 

Responsibilities:

 Count equipment, merchandise, material, or supplies in stock and posts 
totals to inventory records using a computer or manually.

 Compute figures from records, such as production records, sales orders 
or purchase invoices to obtain current inventory.

 Verify computer data with a physical count of stock and adjusts errors in
computation, then count, or investigate and report reasons for 
discrepancies if there is any.

 Compile information on receipt equipment, merchandise or 
disbursement of material, or supplies and cost. May operate office 
machines, such as calculators, photocopy machines, and typewriters.

 Active co-ordination with the housing section regarding residential 
inventories.

 Maintain log of all records and update all requisitions to ensure efficient 
cost transfers.

 Maintained detailed accuracy from slaughtering various animals to 
slicing product to detail.

Administrative Assistant / Hostess / Server
ABC Corporation -   October 2012 – July 2013 

Responsibilities:

 Responsibilities - collects counts for inventory to calculate the cost of 
items on hand.

 Assist in manager duties, such as time edits, schedules, write-ups, etc.
 Acknowledge customers on menu items, specials, and assist them at 

making sure their visit with us is a great experience.
 Accomplishments when applying for this job, my intentions was just to 

become a hostess or server.
 Since then i have contributed my services and became an 

administrative assistant helping to keep all documents in there proper 
places, and collecting data to maintain numbers on sales, and inventory.

 Skills used on this job you have to be friendly, patient, and above all 
else willing to take care of others before yourself.

 Compile and maintain records of type, quantity, and value of material, 
sale, equipment, merchandise or supplies stocked in establishment.
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CONTACT DETAILS

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

SKILLS

Excel Microsoft, 
Adjustment Current 
Variance, Fort Lift 
Operator, Cherry Picker 
Operator

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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Education

High School Diploma - August 2000(Patterson High School - 
Patterson, LA)Diploma in NA - 2010(Bloomfield Hills High School - 
Bloomfield Hills, MI)
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