
Robert Smith 
Casual Mail Clerk

PERSONAL STATEMENT

Seeking an opportunity as customer service representativeutilizing stellar 
problem solving skills and excellence in delivering customer services in 
order to ensure recurring business for the store.

WORK EXPERIENCE

Casual Mail Clerk
ABC Corporation -   October 2007 – October 2008 

Responsibilities:

 Sealed or opened envelopes, by hand or by using machines.
 Affixed postage to packages or letters by hand, or stamp materials, 

using postage meters.
 Verified that items are addressed correctly, marked with the proper 

postage, and in suitable condition for processing.
 Placed incoming or outgoing letters or packages into sacks or bins 

based on destination or type, and place identifying tags on sacks or 
bins.

 Sorted and route incoming mail, and collect outgoing mail, using carts 
as necessary.

 Weighed packages or letters to determine postage needed, using 
weighing scales and rate charts.

 Determined manner in which mail is to be sent, and prepare it for 
delivery to mailing facilities.

Mail Clerk
ABC Corporation -   2002 – 2007 

Responsibilities:

 To run daily reports and deliver them, to each department in the bank.
 Also printed and inserted the daily cycles that cut for each day of the 

week to be mailed out to customers, among other mail.
 Was also responsible for the replenishment of supplies for my 

department.
 I have learned to operate various banking and inserting equipment at 

the bank.
 Also learned to operate a forklift while working there as part of my 

purchasing for my department.
 Would get the statements and the mail, out on time for the days work , 

so it would be mailed out to the customer.
 Skills Used The skills used , was the printing and inserting skills on the 

equipment..

Education

Diploma in Medical Billing and Coding - (Sanford-Brown College - 
West Allis, WI)
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CONTACT DETAILS

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

SKILLS

Microsoft Office, Excel, 
Access, Typing, Filing, 
Spreadsheets, xeroxing, 
multi-line telephones, 
mail clerk, cashier.

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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