
Robert Smith 
Parts ConsultantAssistant Manager

PERSONAL STATEMENT

An energetic, enthusiastic employee with a strong work ethic. Reliable- is 
serious about being to work each day and on time. Quick learner- 
eagerness, and the ability to pick up new skills. People-oriented- prides self 
on working with people and building relationships with them.

WORK EXPERIENCE

Parts Consultant-Assistant Manager
ABC Corporation -   2005 – 2006 

Responsibilities:

 Demonstrate and master good communication skills, product 
knowledge and professionalism in the conduct of business.

 Familiar with all makes, models, components, and nomenclature of 
parts for all O.E.M. and supply vendor products marketed by the 
company.

 Able to ascertain the requirements of both internal and external 
customers and make every attempt to fill those needs as efficiently as 
possible.

 Assist in verifying will call and backorder files weekly and return to 
vendors, or stock those items not required.

 Stock items by unpacking, arranging, and placing items in bins and on 
shelves; adjust inventory system.

 Receive returned items by inspecting items; returning payment; issuing 
credit; repacking and reshelving items; returning damaged items to the 
supplier.

 Establish or identify prices of goods, service or admission, and tabulate 
bills using calculators, cash registers, or optical price scanners.

Parts Consultant
ABC Corporation -   2000 – 2005 

Responsibilities:

 Parts Manager - Tony Rodriguez As I ventured into a Parts Consultant 
role I started by learning to do sell genuine honda parts by performing 
simple tasks then gradually asking for more responsibility as I improved.

 Quickly helped maintain an inventory of about [] With my accurate 
inventory skills I was able to take control of ordering equipment, 
supplies, and tools for our tinting department.

 Soon after, my tasks increased to single-handedly managing an 
inventory of tires of about $35,000 based on customer supply and 
demand.

 In the process of my extra tasks and regular workday tasks, I would also
ensure to train new employees to the parts managers satisfaction.

 Everyday tasks included ordering parts, calling customers to inform 
them their parts were in stock, managed technicians to ensure they 
were asking for correct parts, greeting walk-in customers along with 
giving great customer service, make outbound calls to order parts for 
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SKILLS

ATD, Technical Expertise,
MS Office, Public 
Speaking.

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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used cars, accurate cash handling, data entry, and double-checking all 
my work for accuracy.

 As my knowledge grew, my need for financial satisfaction did as well.
 I was offered a career at Duval Acura which I took to help start my 

independence.

Education

Certification in Parts Counterman - (Clover Park Technical College)
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