
Robert Smith 
Layaway Associate III

PERSONAL STATEMENT

A detailed oriented person who is able to complete assignments quickly, 
thoroughly, and accurately with minimal supervision. Very proficient in 
Microsoft Office. Can also use the internet very well. Plenty of customer 
service experience.

WORK EXPERIENCE

Layaway Associate III
ABC Corporation -   March 2012 – April 2013 

Responsibilities:

 Placed ordered merchandise on shelves in storeroom.
 Received payments on account and final payments for merchandise and

issues receipts, using cash register.
 Kept records of packages held, amount of each payment, and balance 

due.
 Contacted customer when specified period of time has passed without 

payment to determine if customer still wants merchandise.
 Released merchandise to customer upon receipt of final payment, or 

when customer opens charge account, or routes merchandise for 
delivery to shipping or delivery department.

 Packed merchandise when picked up by or being delivered to customer.
 Prevented and detected signs of intrusion and ensure security of doors, 

windows, and gates.

Layaway Associate
Delta Corporation -   2010 – 2012 

Responsibilities:

 Processes all layaway transactions and purchases in a fast efficient 
manner.

 Communicates daily with the management team in the processing of 
Return to Stock (RTS) reports in an effort to reduce seasonal shrink.

 Possesses knowledge of all areas of the store including specific 
locations of merchandise Ensures that Return to Stock (RTS) 
merchandise is processed .

 Processes refunded merchandise immediately to maintain accurate 
integrity and shrink opportunities Engages in friendly conversation with 
customers to .

 Jojy Joseph 770-787-7877 Layaway Associate/Cashier -Entered the 
sensitive, personal information of customers into layaway database and
corrected .

 Managed and organized layaway inventory system.
 Directly worked with customers on resolving customer satisfaction 

issues.

© This Free Resume Template is the copyright of Qwikresume.com. Usage Guidelines

CONTACT DETAILS

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

SKILLS

Customer service, 
Proficient in Microsoft 
Office. .

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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https://qwikresume.com/free-resume-template-usage-guidelines/


Education

Diploma - August 2011(American Beauty Academy)
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