
Order Clerk

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

A qualified Order Clerk with experience in the industry. Enjoy creative problem solving and getting
exposure on multiple projects, and would excel in the collaborative environment on which your 
company prides itself.

Skills

MS Outlook, Word and Excel, Self Motivated, Team Player, Data Entry.

Work Experience

Order Clerk
ABC Corporation  2005 – 2006 
 Obtained customers names, addresses, and billing information, product numbers, and 

specifications of items to be purchased, and enter this information on order forms.
 Prepared invoices, shipping documents, and contracts.
 Informed customers by mail or telephone of order information, such as unit prices, shipping 

dates, and any anticipated delays.
 Received and responded to customer complaints.
 Verified customer and order information for correctness, checking it against previously 

obtained information as necessary.
 Checked inventory records to determine the availability of requested merchandise.
 Directed specified departments or units to prepare and ship orders to designated locations.

Order Clerk
Delta Corporation  2004 – 2005 
 Customer Service Create and maintain a schedule for five 2-man crews Troubleshoot service 

issues Shipping &amp; Receiving Collections &amp; Accounts Receivable.
 Check inventory records to determine availability of requested merchandise.
 Verify customer and order information for correctness, checking it against previously obtained

information as necessary.
 Direct specified departments or units to prepare and ship orders to designated locations.
 Check inventory records to determine availability of requested merchandise.
 Made sure that products were produced on time and are of good quality.
 Answer phones and took orders and entered into the computer.

Education

Photographer in Digital - January 2015(Walter C Young School - Pembroke Pines, FL)
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