
Robert Smith
Stock Control Clerk

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

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

Address: 1737 Marshville Road, Alabama

SUMMARY

Housekeeper Cleaned rooms, hallways, lobbies, lounges, restrooms, corridors, and stairways so 
that health standards were met. Emptied wastebaskets and transported other trash and waste to 
disposal area Replenished supplies such as drinking glasses, linens, writing supplies, and 
bathroom items. Dusted and polished furniture and equipment.

SKILLS

Microsoft Office Products, Management Skills, Communication Skills.

WORK EXPERIENCE

Stock Control Clerk
ABC Corporation  2014 – 2014 
 Conducted causative research for Inventory Adjustment Reports.
 Handled all customer monthly reconciliations, conducted face to face reconciliations when 

needed to ensure the customer had correct status and records matched accordingly.
 Conducted and maintained monthly cyclic inventories, resulting in 99% inventory accuracies 

for over 24 months.
 Constantly enforced DA standards and unit policies achieving supply discipline in the 289th 

QM Co.
 Reviewed and verifying quantities received against bill of lading, visually inspected, counted, 

and segregated parts.
 Experienced in Microsoft Word, Lotus Notes, Wyatt, etc.
 Maintained equipment storage areas to ensure that inventory is protected.

Stock Control Clerk
Delta Corporation  2011 – 2014 
 South Korea Ordered and shipped parts for over 30 military and civilian customers as a stock 

control clerk.
 Performed general office duties such as maintaining electronic and non-electronic records.
 Inventoried and researched discrepancies of over 800 lines of stock, to ensure stock 

accountability was equal to or above a 98% accuracy rate.
 Responsible stock control tasks such as ticketing merchandise, accurately stocking inventory 

incorrect zones, and maintaining an organized back.
 Unloaded, received, opened, and unpacked sales floor merchandise Assisted and complied 

with stock reports and inventory Assembled display modules.
 Lifting 40lbs boxes, Pulling of replenishment pull list, Replenishment put away, Return put 

away, Location consolidation.
 Provided technical support to deployed units.

EDUCATION

GED
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