
Robert Smith 
Order Processing Specialist

PERSONAL STATEMENT

A highly motivated Order Processing Specialist individual professional who 
thrives in a fast-paced and high-volume work environment. Able to work 
well in a team environment but also possess a strong independent work 
ethic. 

WORK EXPERIENCE

Order Processing Specialist
ABC Corporation -   September 2004 – August 2008 

Responsibilities:

 Filled orders from stock and enter all approved orders into the computer
system prior to the cutoff times assigned for this location.

 Worked with GSA to submit all required documents needed to complete 
the order process and customer notifications.

 Received merchandise and stage orders for customer pick up.
 Filled orders from stock and enter all approved orders into the computer

system prior to the cutoff times assigned for this location.
 Worked with GSA to submit all required documents needed to complete 

the order process and customer notifications.
 Received merchandise and stage orders for customer pick up.
 Assisted with packing customer purchases in bags or boxes.

Order Processing Specialist
Delta Corporation -   2010 – 2011 

Responsibilities:

 Received and processed incoming orders for diabetic pump materials, 
merchandise, classified ads, or services such as repairs, installations, or 
rental.

 Entered customers orders, Created new customer accounts Processed 
new orders, and renewing orders.

 Audited reports Prepared orders to be processed.
 Processed orders for Motorcycles and accessories for international 

dealers.
 Audited sale orders from Sales making sure that the orders were correct

before scheduling.
 Great communication skills with Sales and other departments as well.
 Used Customer service, time management, and focusing on attention to

detail.

Education

BS In Order Processing - (Eatonville High School - Eatonville, WA)
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CONTACT DETAILS

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

SKILLS

Technical Support, 
Account Maintenance.

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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