
Robert Smith 
Sr. Order Entry

PERSONAL STATEMENT

Advertising professional with four years experience working with large 
national accounts; one year with a small immigration advertising firm. 
Currently responsible for (but not limited to) tracking and ordering all 
creative for Kubota Tractor Southeast Division.

WORK EXPERIENCE

Sr. Order Entry
ABC Corporation -   March 2014 – August 2018 

Responsibilities:

 Monitored the computer for incoming orders.
 Contacted customer for any discrepancies or missing information.
 Entered quotes Entering purchase orders Performing change orders 

Creating labels Creating packing slips Receptionist.
 Received orders and enter customer orders received through various 

channels Scan and distribute jobs to the correct department Answer and
direct calls .

 Entered distributor orders and get paperwork to production within 
specified production times.

 Received, interpreted and entered prescriptions for clients.
 Responsible for training new employees Exceeded daily goals and rates.

Order Entry
Delta Corporation -   2013 – 2014 

Responsibilities:

 I enter orders into the computer off of the purchase order and 
communicate with customers when there are discrepancies.

 Skills Used Computer Skills, People Skills.
 Inbound calls keying in orders for Comcast Representatives which 

provide sensitive information based on customers that they are setting 
up with .

 Entering orders into the computer system after they were reviewed by 
the order clerk, invoicing, printing bills of lading for the shipping 
department,.

 I learned a lot on this job as it was different from anything that I have 
ever done before.

 Didnt have anyone there to train me in this position so I had to learn as 
I went.

 Skills Used Organizational skills, fast paced environment, had to work 
on my own.

Education

Associates in Social work - (Northampton Community College - 
Tannersville, PA)
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CONTACT DETAILS

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

SKILLS

Microsoft Word,Power 
Point,Excel.

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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