
Robert Smith
Post Office Clerk

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Multi-faceted, efficient, successful, bilingual reliable sales professional with 15+ years of 
experience on retail and direct sales while providing assistance to clients and supporting 
executives and managers to improve internal and external operations. Excellent skills with any 
type of computers or technical related systems.

SKILLS

Microsoft Word, Customer Service, Data Entry, Receiving Clerk.

WORK EXPERIENCE

Post Office Clerk
ABC Corporation  November 2012 – March 2014 
 Loaded and unloaded packages sent to and from the United States.
 Checked boxes to make sure they had appropriate addresses and codes to ensure the arrival 

of packages destinations.
 Drove a forklift throughout the operations section of the post office, moving palettes to 

specific areas for packages to be sorted and pushed out to their appropriate locations.
 Inspected boxes going to the United States for contraband such as guns, ammo, drugs, 

animals, foreign meats, and anything else that may be on the prohibited items list.
 Confiscated items that were attempted to be sent to the United States.
 Performed any combination of tasks in a post office, such as to receive letters and parcels; 

sell postage and revenue stamps, postal cards, and stamped envelopes; fill out and sell 
money orders; place mail in pigeon holes of mail rack or in bags, and examine mail for correct
postage.

 Identified a handheld scanner setting that allowed for progressive scanning of parcels.

Post Office Clerk
Delta Corporation  2010 – 2012 
 Warehouse environment.
 Load and unload boxes onto the conveyer belt.
 Stack boxes onto skids, shrink wrap and move with a pallet jack.
 Bundle, label, and route sorted mail to designated areas, Rewrap soiled or broken parcels, 

dump sacks of mail onto conveyors for sorting.
 Sort the mail Load &amp; unload the trucks.
 Processing mail Stacking &amp; breaking down pallets.
 Customer problems, and log packages as they came in.

EDUCATION

High School Diploma
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