
Robert Smith 
Order Processing Specialist

PERSONAL STATEMENT

Outgoing and organized individual with established experience in 
management and clerical duties. Able to learn quickly, communicate 
effectively, and constantly improve. Seeking a full-time position with a 
company that values exceptional success.

WORK EXPERIENCE

Order Processing Specialist
ABC Corporation -   April 2004 – January 2006 

Responsibilities:

 Ensured order accuracy and timeliness of order fulfillment.
 Maximized daily production to increase sales and order turnaround 

times for customers.
 Fulfilled orders daily for school supplies in a timely fashion.
 Ensured all orders were accurately picked before being shipped out to 

customers.
 Helped the company increase order totals and sales to gain in sales 

every year while employed.
 Fulfilled orders based on priority and time and date desired by the 

customer.
 Corresponded with optometrists throughout new york state by placing 

eyeglass orders and expediting returns process.

Order Processing Specialist
Delta Corporation -   2009 – 2012 

Responsibilities:

 The sequential process involving picking, sorting pre-consolidation, and 
consolidation.

 Prepared, sort, verify, write, and enter orders into SAP Accommodate 
customer needs by closely working with outside sales representatives 
Inform.

 Processed incoming orders/returns accurately on a daily basis.
 Identified and corrected errors such as pricing discrepancies and units 

of measure.
 Processed requests received via email and facsimile for the activation of

cellular services.
 Evaluated creditworthiness of a new consumer, commercial, and 

addition to existing applications utilizing customized credit scoring 
model.

 Entered hard copy credit reports or customer account information in the
billing system.

Education

Diploma
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CONTACT DETAILS

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

SKILLS

Microsoft Office, Multi-
tasking, Process 
Improvement, Customer 
Service.

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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