
Robert Smith 
Junior Mail Sorter

PERSONAL STATEMENT

Professional in all aspects. Confident and able to adapt in any environment.
Intellectually curious ready to learn new ways to improve. Problem solver 
able to think critically at a fast pace. Motivated to work hard. Team member
and team player. Resourceful by using different methods of leadership.

WORK EXPERIENCE

Junior Mail Sorter
ABC Corporation -   2010 – 2012 

Responsibilities:

 Prepare incoming and outgoing mail for distribution.
 Load, operate, and occasionally adjust and repair mail processing, 

sorting, and canceling machinery.
 Keep records of shipments, pouches, and sacks; and other duties 

related to mail handling within the postal service Clear jams in sorting 
equipment.

 Operate various types of equipment, such as computer scanning 
equipment, addressographs, mimeographs, optical character readers, 
and bar-code sorters.

 Sort odd-sized mail by hand, sort mail that other workers have been 
unable to sort, and segregate items requiring special handling.

 Direct items according to established routing schemes, using computer-
controlled keyboards or voice-recognition equipment.

 Check items to ensure that addresses are legible and correct, that 
sufficient postage has been paid or the appropriate documentation is 
attached, and that items are in a suitable condition for processing.

Mail Sorter
ABC Corporation -   2005 – 2010 

Responsibilities:

 Sorted items according to established routing schemes, using computer-
controlled keyboards or voice- recognition equipment.

 Bundled, labeled, and route sorted mail to designated areas, depending 
on destinations and according to established procedures and deadlines.

 Cleared jams in sorting equipment.
 Opened and labeled mail containers.
 Moved containers of mail, using equipment such as forklifts and 

automated &quot;trains&quot;.
 Sorted odd-sized mail by hand, sorted mail that other workers had been

unable to sort.
 Stock Clerk.

Education

Diploma - (Center for Career Alternative - Seattle, WA)
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CONTACT DETAILS

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

SKILLS

Customer Service.

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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