
Robert Smith 
Parts Specialist II

PERSONAL STATEMENT

Handle the tasks of analyzing sales to achieve goals of profit. Work with 
body shop manager and service manager to ensure a timely turnaround of 
parts required for jobs. Develop, enforce and monitor set guidelines for 
working with customers to ensure customer satisfaction. Responsible for 
supervising stock order procedures. Ensure that the same high level of 
quality service is provided to internal and outside dealership customers.

WORK EXPERIENCE

Parts Specialist II
Criswell Auto -   September 2011 – 2019 

Responsibilities:

 Handle the tasks of analyzing sales to achieve goals of profit.
 Work with body shop manager and service manager to ensure a timely 

turnaround of parts required for jobs.
 Develop, enforce and monitor set guidelines for working with customers

to ensure customer satisfaction.
 Responsible for supervising stock order procedures.
 Ensure that the same high level of quality service is provided to internal

and outside dealership customers.
 Continuously bring in new clients and maintain strong client 

relationships.
 Finalize the quote price of automobile parts before sending it to 

customers.

Parts Specialist
Petroleum Tank Corporation -   2010 – 2011 

Responsibilities:

 Job duties included working the parts counter, taking care of customer 
needs as well as shipping and receiving goods on a daily basis.

 Also was responsible for ordering as well as inventory.
 Shipped products regularly using UPS as well as FedEx and larger motor

freight items using companies like SouthEastern as Estes.
 When I started the warehouse was very unorganized and not 

maintained, now warehouse looks like a functional parts warehouse with
product labeled and categorized as it should of been.

 Skills Used I use the computer system daily to print pick tickets as well 
as invoices.

 Update and cycle count inventory as needed and wok with companies 
shipping companies to ensure best rates to fit company needs.

 Also regularly use a forklift and am certified.

Education

Bachelor's in Business Administration - 2014(UMUC)
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SKILLS

ADP, Reynolds, 
Languages.

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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