
Robert Smith 
Order Specialist

PERSONAL STATEMENT

Business Professional looking to utilize the extensive customer service and 
computer experience learned throughout educational and work 
experiences.

WORK EXPERIENCE

Order Specialist
ABC Corporation -   July 1999 – August 2015 

Responsibilities:

 Received orders from businesses for telephone equipment which 
required placing orders through various systems and sending updates 
to the Sales Departments and Customers.

 Worked using telephone, fax, and e-mails.
 Kept records through filing and excel spreadsheets.
 Worked closely with customer contacts to be sure they were getting the 

service they needed.
 Handled multiple orders and follow through in a timely manner so the 

dates were met.
 Dedicated and focused as an Order Specialist, excelling in prioritizing, 

completing multiple tasks simultaneously, and following through to 
achieve project goals.

 Ensured orders &amp; designs in SPARKS are accurate for various 
regions.

Order Specialist
Delta Corporation -   1994 – 1999 

Responsibilities:

 Ensured orders &amp; designs in SPARKS are accurate for various 
regions -Installed parent and child orders in SPARKS when necessary -.

 Input and deletion of orders for various literature and music products 
sold by Time Life Books also maintained order recover by contacting 
customers .

 Process excellent customer service while operating a multi-line phone 
system and directing calls to the appropriate party.

 Able to guide clients through the ordering catalog to find specific 
items/hardware.

 This position also consists of data entry, processing credit 
authorizations for returns and involves corresponding with various 
clients at the same .

 Ensure that all documents are filed appropriately with every order 
and/or return.

 Researched and Implemented Weekly Instock Report.
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CONTACT DETAILS

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

SKILLS

Inventory Management, 
Cash Handling, Quick 
Learner, Team Player.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)

https://qwikresume.com/resume-samples/
https://qwikresume.com/free-resume-template-usage-guidelines/


Education

High School or Equivalent - (Valley High School - Platteville, CO)
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