
Robert Smith 
Unit Supply Specialist/Incharge

PERSONAL STATEMENT

To experience and to rise as a successful manager in an organization that 
believes in professionalism and development of the individuals and 
encourages sustained contribution. To take up a challenging leadership 
position in an organization that provides an environment conducive to 
enjoy working and which utilizes the knowledge, diversified exposure, 
capabilities, and skills towards the achievement of organization's mission 
and objectives.

WORK EXPERIENCE

Unit Supply Specialist/Incharge
ABC Corporation -   April 2006 – January 2010 

Responsibilities:

 Primarily responsible for supervising or performing tasks involving the 
general upkeep and maintenance of all Army supplies and equipment.

 Utilizes computer system to prepare, identify and resolve discrepancies 
through system generated reports. Determines the causes of 
discrepancies and makes or coordinates appropriate adjustments to 
correct inventory records and documents.

 Researches item histories through receipts, shipments, stock condition, 
classification or reclassification.

 Schedules and coordinates carrier pick up or delivery as appropriate.
 Communicates with other organizational stock and inventory managers 

to determine the course of action to resolve discrepancies.
 Receive, inspect, inventory, load/unload, store, issue and deliver 

supplies and equipment. Maintain automated supply system for 
accounting of organizational and installation supplies and equipment 
Issues and receive small arms.

 Secure and control weapons and ammunition in security areas. 
Schedule and perform preventive and organizational maintenance on 
weapons Operate unit level computers.

Unit Supply Specialist
ABC Corporation -   2004 – 2006 

Responsibilities:

 Muhmmadiah, Iraq Provided logistics expertise in the areas of 
procurement, storage, distribution and accountability of the units 
logistical assets while deployed to Iraq; exercised knowledge of the 
overall supply system, supply and inventory coding system and 
familiarity with automated systems relative to receipt, issue, storage, 
control or accountability of assets.

 Oversaw equipment maintenance operations while applying US Army 
policies, procedures and regulations; performed necessary actions when
stock levels were low.

 Governing inventory control functions to ensure effectiveness and 
adequacy of supply support.

 Monitored stock to ensure supplies and equipment were available for 
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SKILLS

Communication, Capable
problem solver, Detail-
oriented, Budget 
planning, Resource 
management, Logistics, 
Microsoft Word, Microsoft
Excel, Microsoft 
PowerPoint

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 when needed.
 Demonstrated ability to communicate clearly and concisely in writing 

through reports to supervisors and higher officials; managed multiple 
projects in a fast-paced, ever changing environment; worked 
independently and as a team.

 Coordinated and collaborated on various responsibilities while making 
highly organized and sound decisions.

 Responsible for the request, receipt, issue, and accountability of 
individual, organizational, installation, and expendable supplies and 
equipment; assists in property accountability through the Property Book
Unit Supply Enhanced (PBUSE) system, ensuring.

Education

BS in Logistics - 2016(Columbus State - Columbus, OH)
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