
Robert Smith 
Claims Processing Clerk

PERSONAL STATEMENT

A hard-working team member and dependable active individual with the 
strong knowledge and skill on advancement and growth for a company. 
Always looking to maximize the experience in a challenging organization 
environment to achieve the corporate goals and demands.

WORK EXPERIENCE

Claims Processing Clerk
ABC Corporation -   May 2008 – December 2010 

Responsibilities:

 Process, count and balance customers currency for that business day.
 Pack customers currency according to their daily currency needs, for 

delivery the next following business day.
 Started off as a currency prepper and packer, and in less than 6 

months.
 Moved up to processing clerk because of the desire to learn and a 

greater opportunity.
 Count currency before packing to make sure it balances to the 

customers order.
 Experience strapping different denomination currency according to 

customers needs.
 Keying in customers information in the companies system in order to 

process their daily currency.

Processing Clerk
ABC Corporation -   2004 – 2008 

Responsibilities:

 Perform central logical duties by managing incoming and outgoing mail 
at the Oakland Post Office.

 Job task including the unloading of Postal trucks.
 Separate the letters, parcel, and magazines, then sort them into the 

proper processing area.
 Assist with the scanning of parcels and arrange them by carrier route.
 Maintain records of parcel return to companies such as UPS and FedEx.
 I was a faithful employee, I was well-liked, and I learned the importance 

of working as a team.
 Skills Used Organization skills, I got along with my co-workers and I 

always followed my supervisors directions.

Education

Diploma - (Henry J. Kaiser High School - Fontana, CA)
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SKILLS

RF Gun and Various 
Inventory QA Skills. 
Packing, Picking.

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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