
Robert Smith 
Shipping And Receiving Clerk  Lead

PERSONAL STATEMENT

Shipping and Receiving Clerk with 12+ years of experience using various 
types of forklifts to complete daily duties. I was responsible for all duties 
assigned to the shipping and receiving department including inventory 
control. 

WORK EXPERIENCE

Shipping And Receiving Clerk - Lead
ABC Corporation -   June 2015 – Present 

Responsibilities:

 Responsible for safely unloading our vendor orders from tractor trailers 
using one of the forklifts.

 Inspecting and receiving in the parts using Blodgetts specific cad 
drawings, making sure they are to print and then delivering them to 
their specific location in the factory.

 Conducting weekly inventory, ensuring that our on-hand balance 
reflects our system balance.

 Working with customer service to address any fulfillment or order 
discrepancies.

 Picking and shipping customers orders, filling out the bill of ladings and 
attaching customs paperwork to orders shipping outside of the united 
states and scheduling the designated freight carriers to pick up for that 
day.

 Preparing documentation and packaging according to shipment 
instructions.

 Consolidating and sort hearing aid repairs and new orders to be shipped
according to designated procedures.

Shipping And Receiving Clerk
ABC Corporation -   March 2007 – May 2015 

Responsibilities:

 I was responsible for safely unloading our vendor orders from tractor 
trailers using one of the forklifts.

 I then inspected and received in the parts per Blodgetts specific cad 
drawings making sure they are to print and then delivering them to 
their specific location in the factory.

 I conducted a weekly inventory, ensuring that our on-hand balance 
reflected our system balance.

 I worked with customer service to address any fulfillment or order 
discrepancies, I picked and shipped customers orders, filling out the bill 
of ladings, attaching customs paperwork to orders shipping outside of 
the united states and scheduling the designated freight carriers to pick 
up for that day.

 When ovens are returned I was responsible for entering the ovens back 
into the computer system.

 I worked with production management to get the ovens re-worked for 
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SKILLS

Forklift Operator, 
Management, Customer 
Service, Administrative 
Duties, Supply Chain 
Management, 
Supervising, Microsoft 
Word, Microsoft Excel, 
Data Entry, and Unicode.

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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use.
 I was cross-trained for each duty assigned to the department and I 

covered for employees within the department who are unavailable 
including my supervisor.

Education

HS- (Winooski High School)Diploma- (Lincoln West High School - 
Cleveland, OH)Diploma- (John Hay Early College - Cleveland, OH)
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