
Robert Smith 
Postmaster Relief II

PERSONAL STATEMENT

To obtain a position where can start a career in field; Business/Marketing 
and Management, Performed the same duties as the Postmaster. Maintain 
files and records and submits reports as required.Exercise protective care of
accountable paper, monies, product inventory, and office supplies.

WORK EXPERIENCE

Postmaster Relief II
ABC Corporation -   September 2005 – September 2013 

Responsibilities:

 Opened counter-took care of customers by selling postage,etc.
 weighed and checked packages.
 Kept money drawers in order, prepared bank deposits when needed.
 Performed daily scans and completed all reports due in a timely 

manner.Answered phone and provided customers with needed 
information or help.

 Sorted and prepared outgoing mail at end of each day.
 Helped out the carriers whenever possible as well.
 Handled cash, credited/debited card, checked and money ordered 

payments Answer phone line.

Postmaster Relief
Delta Corporation -   2000 – 2005 

Responsibilities:

 While working at the United Postal Service, I supervised my own post 
office.

 My job duties were such as opening and closing the store, putting up 
mail; performing as a sales clerk, making out end of the day deposits, 
sending .

 While working at the United Postal Service, I supervised my own post 
office.

 My job duties were such as opening and closing the store, putting up 
mail; performing as a sales clerk, making out end of the day deposits, 
sending .

 Assisted in helping customers fill orders, whether it be buying stamps or
envelopes or sending out packages and letters.

 Money handling and excellent customer service.
 This is Dummy Description data, Replace with job description relevant 

to your current role.

Education

High School Diploma - 1973(Hilton Central High - Hilton, NY)
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CONTACT DETAILS

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

SKILLS

-Customer service- 
inventory-Retailing-
Inventory-Customized.

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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