
Robert Smith 
Payroll/Office Administrator II

PERSONAL STATEMENT

Courteous and respectful, but not afraid of new challenges. Understands, 
respects, and values the chain of command. Up to 15 years of experience 
as an Office Administrator. Committed to ensuring customers satisfaction.

WORK EXPERIENCE

Payroll/Office Administrator II
Vailuu & Sons Trucking -   2010 – 2015 

Responsibilities:

 Maintain files and records so they remain updated and easily accessible.
 Sort and distribute incoming mail and prepare outgoing mail 

(envelopes, packages, etc.).
 Answer the phone to take messages or redirect calls to appropriate 

colleagues.
 Utilize office appliances such as a photocopier, printers etc. And 

computers for word processing, spreadsheet creation etc.
 Track office supplies (paper clips, stationery etc. ), place orders for 

supplies ahead of time and report when there are shortages.
 Responded to all customers inquiries in a timely manner. Assist in 

making travel arrangements and booking venues for conferences and 
events.

 Follow-up on customers accounts to resolve unpaid or past due 
accounts.

Sales Clerk
Vailuu & Sons Trucking -   2000 – 2010 

Responsibilities:

 Create invoices, purchase orders or sales receipts for new and returning
customers.

 Understand products company sells to provide the best customer 
service.

 Make sales suggestions, cross-sell products or introduce better choices.
 Resolve customer complaints, guide them and provide relevant 

information.
 Responsible for running a register, tallying daily income deposits, and 

maintaining inventory.
 Helped with the hiring and training of new employees, limiting the 

number of clerical issues on federal background forms.
 Instructed customers on the specifics of various weapons and tactical 

accessories.

Education

Some College - HS ()
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CONTACT DETAILS

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

SKILLS

60 Wpm, Excel, Excellent
Written, Excellent 
Communication, Payroll, 
Quickbooks, Time 
Management, And 
Interpersonal Skills.

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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