
Robert Smith 
Senior Operations Clerk

PERSONAL STATEMENT

To pursue and acquire a position with your company and implement my 
experience and skills to the best of my capabilities. A highly motivated, 
dependable individual who meets the qualifications needed.

WORK EXPERIENCE

Senior Operations Clerk
ABC Corporation -   June 2001 – August 2015 

Responsibilities:

 Researched rejected deposits to find the correct account numbers and 
credited customers account records.

 Inbound and outbound phone calls to internal customers as needed in 
regards to account information.

 Balanced all deposits of the end of the day reports.
 Researched checks and ACH transactions and made sure the customer 

did not have a stop payment on their account.
 Returned checks as stop payments or returned ACH transactions.
 Returned checks for various return codes, stop payments, account 

closed, counterfeit, nonsufficient funds, and returned items to Federal 
Reserve.

 Assigned cases daily to issue provisional credit for a dispute and waited 
for customer documents.

Operations Clerk
ABC Corporation -   1998 – 2001 

Responsibilities:

 Performed duties for an Area Manager which included handling 
administrative duties including data entry, filing, handling mail, training 
needs, answering phones, attendance absence reports and other 
clerical tasks.

 Processed bills and vouchers.
 Updated management time for portions of the center.
 Processed requisitions for personnel positions, maintained and purged 

personnel files.
 Updated department information with the utilization of Microsoft Excel 

and Word.
 Previously loaned to District Office processing payroll transactions and 

personnel movement within the current human resources system.
 Also loaned to SBCI for a short period to help an Area Manager..

Education

Diploma - 1998(Douglas MacArthur High School - San Antonio, TX)
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CONTACT DETAILS
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SKILLS

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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