
Robert Smith
Order Coordinator

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

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

A fast-paced and interesting career with a successful company that includes the opportunity for 
internal promotion based on merit.

SKILLS

Loan Document, Customer Service And Data Entry, Accounts Payable, Loan Modification.

WORK EXPERIENCE

Order Coordinator
ABC Corporation  October 1999 – March 2001 
 Responsible for routing and processing custom, stock, and confined stock orders.
 Ordered entry, production release, and data entry.
 Compiled pertinent construction information for the manufacturing of garments.
 Facilitated and recording pre-production sample meetings.
 Aided product managers and pattern makers in the approval of pre-production samples.
 Wrote detailed letters to manufacture facilities explaining construction, grading, and pattern 

issues noted in the samples.
 Measured the and overall analysis of garments to determine whether they meet 

specifications.

Order Coordinator
Delta Corporation  1996 – 1999 
 Created written content for user manuals, catalogs, product updates, process documentation, 

training packages, and safety regulations.
 Developed a streamlined rental database using Filemaker Pro 12, that managed thousands of 

Apple computers and accessories.
 Liaised with the office manager, rental manager, service manager, and retail staff to complete

Apple computer orders and upgrades for the various film.
 Answers all incoming calls Uploads recipient data(order) into system Produces shipping label 

Manually enter orders Re-routes orders at clients.
 Schedule and coordinate all of the outbound, non-wood shipments out of our facility as well as

the Tulsa and Springfield facilities.
 The majority of my job is customer service, answering phones and e-mails and answering the 

window in the office.
 Coordinate with dispatch hourly to update the dock schedule with loads ready to go out.

EDUCATION

BS in Fashion Merchandising - (Southeast Missouri State University - Cape Girardeau, MO)
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