
Robert Smith 
Logistics Clerk III

PERSONAL STATEMENT

Dedicated detail-oriented professional with comprehensive experience in 
property book accounting and management, logistics management, supply 
administration, supply procedures analysis, purchasing and procurement, 
item and monetary accounting, inventory management and analysis, 
budget administration, material expediting and handling, distribution 
facilities and storage management, hazardous materials management, 
material management, research and analysis, data entry, records 
management, and customer service.

WORK EXPERIENCE

Logistics Clerk III
ABC Corporation -   November 1986 – June 1989 

Responsibilities:

 Established and maintained stock records and other documents such as 
inventory, material control, accounting and supply reports.

 Established and maintained automated and manual accounting records,
posted receipts and turn-ins, and performed dues-ins and dues-outs 
accounting; corrected error and exception documents.

 Reviewed and verified quantities received against bills of lading, 
contracts, purchase requests, and shipping documents.

 Unloaded, unpacked, visually inspected, and counted, segregated, 
pelletized, and stored incoming supplies and equipment.

 Maintained stock locator system and administered document control 
procedures.

 Repaired and constructed fiberboard or wooden containers.
 Packed, crated, stenciled, weighed, and banded equipment and 

supplies.

Logistics Clerk
ABC Corporation -   1984 – 1986 

Responsibilities:

 Maintained warehouse inventory control by conducting weekly 
inventory counts, and implementing minimum reorder points for all 
stocked items.

 Submitted inventory monthly to Finance department for review of 
supplies received and issued.

 Shipping and receiving duties included receiving new inbound product 
from various vendors using internal purchase orders, having internal 
supply requisitions filled and delivered to various offices on center, plus 
weighing and labeling boxes of former students belongings to be 
shipped using UPS website.

 Issued uniforms daily to 10-20 students, ensuring proper size, fit, and 
type of uniform for either academic studies or trade.

 Also, issued uniforms to new input groups once a week consisting of 10-
20 students.

 Assisted monitoring lunch in the cafeteria to ensure proper student 
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CONTACT DETAILS

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

SKILLS

Materials, Forklift 
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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behavior.
 Assisted with bi-weekly student pay by checking and verifying student 

ID cards..

Education

A.A.S. in Business Management - (Mississippi Gulf Coast Community 
College (MGCCCC) Jefferson Davis Campus - Gulfport, MS)
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