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Seeking to secure a challenging position where one can effectively contribute 
skills with a company that offers opportunities for advancement and professional 
growth ability. Well-developed interpersonal skills to communicate effectively with 
others. 

SEPTEMBER 2013 – JUNE 2014
ASSOCIATE QUALITY CONTROL CLERK - ABC CORPORATION

 Create new job folders per client Perform other job-related duties as assigned 
such as filing, etc.

 Confirm accuracy of data such as course numbers and location, also perform 
general clerical duties such as typing, answering phones, etc.

 Create a manual per job that is required to ship out with building per client and 
compiles, sorts, and verifies the accuracy of data to be entered.

 Maintain a variety of documents, reports, and summaries, ensuring correct 
formatting, spelling, and grammar.

 Receives, reviews, and enters data into a computer system or tracking database
according to established procedures.

 Prepares and sorts source documents, and identifies and interprets data to be 
entered.

 Confirms the accuracy of data such as course numbers, days, dates, times, and 
locations.

2011 – 2013
QUALITY CONTROL CLERK - ABC CORPORATION

 Produced postage statements by using window book software.
 Uploaded postage statements into postal one software.
 Ordered office supplies, filled, and scanned documents.
 Performed postage inventory and stamp recovery inventory.
 Worked on assembly line, sorted out bulk mail by postal zip codes.
 Maintained great relations with various vendors.
 Provided administrative support to various colleagues.During my days off I 

would come in and work the forklift.

EDUCATION

Diploma
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SKILLS

Excel, Customer Service, Phones, Problem Resolution, Dispatch, Billing, Sales, Quality 
Control, Scheduling, Microsoft Outlook, Meridian Link, Symitar.
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