
Robert Smith
Receiving Associate

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

Uniquely skilled Temporary Shipping/Receiving Associate with over 3 years of experience in 
customer interaction and customer satisfaction. Skills include listening to customer needs and 
providing them with answers to their questions, solutions to their needs and a better 
understanding of the services being provided to them. Extensive background in various data entry
methods, use of the Microsoft Office Suite, and providing user support for software products like 
Microsoft Word, Excel and Outlook.

SKILLS

Electric Pallet Jack, Shipping And Receiving, Security, First Aid, Customer Relations

WORK EXPERIENCE

Receiving Associate
ABC Corporation  March 2013 – February 2014 
 Maintained shipment storage areas to ensure that inventory was protected.
 Recorded numbers of units handled or moved, using daily production sheets or work tickets.
 Followed-up on the progress of each assignment through to completion, re-assigned as 

necessary.
 Prepared statement of claim documents for the legal department in efforts to obtain 

judgments.
 Filled and completed order receipts, and assembled orders in shipping containers.
 Received pick tickets from supervisor picked customer orders for shipment transported orders

to shipping locations obtained merchandise from shelves read work orders and received 
verbal instructions for work assignments.

 Prepared and processed defective and damaged merchandise including auditing claims boxes,
tracking claims to ensure proper credit is received from suppliers and vendors, 
communicating with suppliers and vendors, and completing required inspections, 
documentation, and reports.

Jr. Receiving Associate
ABC Corporation  October 2008 – June 2010 
 Received and stocked supplies from distribution centers and vendors throughout the facility.
 Prevented theft and loss when stocking, receiving, maintaining, and securing goods.
 Managed quality communication, customer support and product representation for each 

client.
 Worked at a rapid pace to meet tight deadlines prevented store losses using awareness, 

attention to detail and integrity.
 Resolved service issues in a timely manner, including coordinating and processing returns.
 Responsible for receiving and verifying products for store and customers.
 This is Dummy Description data, Replace with job description relevant to your current role.

EDUCATION

Nursing - 2010(Northwestern State University)MASTER'S in Secondary Education - (INDIANA 
UNIVERSITY SOUTHEAST)
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