
Shipping Clerk 

ROBERT SMITH

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

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

Results-driven professional with proven ability to complete jobs quickly and correctly. Reliable and 
personal with a detail-oriented nature. Motivated to maintain customer satisfaction and contribute
to company success.

Skills

MS Office, Warehouse Management System, Data Entry, Forklift, Customer Services, Adaptable, 
Ability To Multi-Task, and Ability To Transfer To Work Ethics.

Work Experience

Shipping Clerk 
ABC Corporation  January 2015 – Present 
 Communicating and responding effectively to customer questions about automotive services, 

locates merchandise, and provides requested assistance, such as verifying whether a 
particular automotive product is in stock.

 Understanding and operating bay support system (BSS) computer equipment, including the 
handheld terminal and BSS screen to quickly and accurately process customer services while 
following company procedures, such as torque quality control checks.

 Performing technician duties as required by the procedure, such as changing oil and oil filters,
replacing or rotating tires, balancing tires, repairing flats, and testing and installing batteries 
while verifying and communicating vehicle information to other technicians.

 Ensuring a safe and clean environment by maintaining safety standards, maintenance, and 
cleanliness as required by the tire and lube express (TLE) standards, such as cleaning and 
maintaining service area equipment and keeping tools and supplies neat and organized.

 Monitoring area for signs of shrink and potential security risks keeps service area safe and 
secure and contacts management and/or in-store loss prevention when problems are 
identified.

 Ensuring safety practices are followed within the service area, such as securing bay chains 
and wearing safety glasses, bump hats, and other safety equipment when applicable.

 Completing and maintains required paperwork, reports, and logs, such as used battery 
shipping log, customer generated used oil log, used tire disposal log, and tire tread act 
documentation.

Operator, And Mechanic
ABC Corporation  August 2013 – December 2014 
 Advocate and practice the principals of the safety program participate in plant safety 

committee meetings and activities operate paint making control systems operate 
manufacturing equipment such as HSDs, pumps and valves operate packaging equipment 
such as robotics, filling machines, case packers, labelers, etc.

 Unloading of dry and liquid materials loading of trucks with finished goods monitor quality or 
product in manufacturing and packaging areas to include OTIS (off the mill in spec), cycles, fill
levels, package appearance, fill weights, and raw material certificate of analysis use floor 
computers for reporting unsafe conditions, calling up order numbers, etc.
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 Loading - making sure all pallets and special orders are loaded, and on the correct trailer, in 
the correct position.

 Reading and following instructions in all areas of the production floor, manufacturing, 
packaging, shipping, receiving, etc.

 Demonstrates dependability and reliability by being punctual, working assigned shifts, and 
completing responsibilities in a timely manner.

 Interacts politely and effectively with customers and associates by representing Wal-mart 
culture, including the ten foot and sundown rules.

 Participate in housekeeping activities that are indicative of a safe and clutter-free work 
environment.

Education

High School Diploma in Education - (Thompson High School - Scranton, PA)Business Management
- (Stautsenberg College)BE in Human Services - (Columbia College)
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