
Robert Smith 
Porter/Shuttle Driver

PERSONAL STATEMENT

To utilize my skills to ascertain a position with a reputable company offering
growth and advancement opportunities.

WORK EXPERIENCE

Porter/Shuttle Driver
ABC Corporation -   May 2006 – August 2007 

Responsibilities:

 Transport guests from assigned places such as airports, hotels or 
parking lot to predefined destinations.

 Provide passengers with information on where they will need to 
disembark and how they can get further transportation from there.

 Assist passengers in loading and unloading their luggage and help 
disabled or elderly passengers in climbing up shuttle bus steps.

 Drive shuttle bus on predefined route, by charting out best possible 
route on maps or GPS.

 Ascertain that shuttle bus is cleaned at the end of each &quot;drop 
time&quot; and fuelled up properly at the end of the day.

 Perform preventative and general maintenance on bus by ensuring that 
vehicular fluids are topped up and tire pressure is accurate.

 Change tires in the event of punctures or tire bursts and ensure that 
spare tires are in good condition.

Shuttle Driver
ABC Corporation -   2004 – 2006 

Responsibilities:

 Transport Crew Members to and from assigned locations.
 Keep a timely shuttle route.
 Operate radio or similar device to communicate with dispatcher.
 Keep record of trips, including names of passengers and destination or 

pick-up point.
 Notify dispatcher or service manager of any servicing the shuttle 

vehicle may require, such as oil changes, tires, cleaning, and general 
maintenance.

 Maintain a professional appearance.
 Detailing the vans weekly..

Education

BA in Healthcare Admin - August 2013(Morgan State University)
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CONTACT DETAILS
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SKILLS

Microsoft Office, power 
point, excel, word and 10
key 85+ WPM.

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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