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Objective	Looking for a position as an Order Entry Clerk in a well reputed organization of a wide network of orders so that I may get a chance to explore my career in this field and get my skills enlightened.

Summary of Qualifications
	• Have an experience of more than 4 years in this field serving as an order clerk
	• Performed all assigned duties with full devotion
	• Completed all assigned tasks well before end time
	• Never created any problem working within a team
	• Provided receptionist and office support services to maintain quality customer service and timely response to requests.
	• Developed trust, personal rapport, and strong working relations with volunteers and staff.
	• Ensured quality service by frequently monitoring volunteer performance and identifying improvements.

Relevant Experience	Order Clerk:
		• Received and handled customer complaints
		• Wrote and typed information on form to record customer's requests and specifications
		• Routed and relayed ordered to specified department and unit to prepare and ship ordered to designated locations
		• Prepared invoices and shipping documents
		• Informed customer by mail and phone of information, such as unit price, shipping date, anticipated delay, and additional information needed
		• Computed total charge for merchandise and services and shipping charges
		• Reviewed ordered for completeness according to reporting procedures and forwarded incomplete ordered for further processing
		• Recommended merchandise and services to customer
		• Attempted to sell additional merchandise and service to prospective and current customers by phone and through visits

		• Recommended type of packing and labeling needed on order


		• Inspected outgoing work for compliance with customer's specifications
		• Collected charge vouchers and cash for service and kept record of transaction
		• Checked inventory control to determine availability of merchandise and notified department of order that would deplete stock
		• Calculated and compiled statistics and prepared reports for management
		• Filed copied of ordered received and posted order on records
		• Conferred with production, sales, shipping, warehouse, and common carrier personnel to expedite and trace merchandise and delayed shipments


Employment History
	2006 - Present	Order Clerk - International Exporters	California, USA

Skills	• Outstanding Communication Skills
	• Expert in MS Excel, Word & Power Point
	• Effective Listening
	• Time Management
	• Typing Skills
	• Team Work Ability
	• Able to Follow Instructions Easily

Education
	2006	H.S. Diploma
		Oxford College of California	California, USA


References	Available upon request




