
Robert Smith 
Shipping Administrator

PERSONAL STATEMENT

To obtain a Shipping Administrator position within the organization whose 
needs I can fulfill, where I can grow and advance based upon the merit of 
my skills and performance, Conducting physical inventories and track non-
stock items, Researching inventory discrepancies, Assisting in maintaining 
safety, and housekeeping standards in shipping area.

WORK EXPERIENCE

Shipping Administrator
ABC Corporation -   2021 – 2022 

Responsibilities:

 Answered questions that my associates in the shipping department may
have for me.

 Worked in every department at The Sports Authority from our asset 
protection department, to our receiving department, to our processing 
department, our back stock department and now currently in our 
shipping department as the administrator.

 Worked in our data processing office for four and a half years and have 
knowledge of how to do data entry.

 Knowledged of what needs to get done and when it needs to get done 
and associates ask me for help daily about any questions they may 
have in and I help them so they can succeed in the task that was 
presented to them.

 Maintained the work area and equipment in a safe, clean and orderly 
condition.

 Entered and inputted extensive inventory and data into Oracle System.
 Designed and implemented new shipping request form.

Shipping Administrator
Delta Corporation -   1994 – 1999 

Responsibilities:

 Initiated stock purchases from international vendors using historical 
data, customer forecasted purchases, and market trends.

 Assigned and monitored freight forwarders, LTL/FCL transportation and 
customs brokers from four regional warehouses to ensure timely 
delivery from .

 Inventory control of four regional warehouses.
 Delegation of duties to insure timely delivery of products, Inventory 

Specialist, tracking of misplaced product, tracking of employee errors, 
cost .

 operation on a departmental level Provide clerical and administrative 
tasks supporting management and operational functions Assist with 
the .

 Utilizes hand-held computers to receive daily task Function within a 
team to ensure that all goals are met efficiently Process daily and 
monthly .

 Tracked equipment shipped to Iraq to ensure proper delivery 
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CONTACT DETAILS

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

SKILLS

Manager, Administration.

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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Investigated customers claims of lost shipments Utilized MS Excel and 
Word to update .

Education

Bachelor's In Criminal Justice
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