Clerical responsibilities include maintaining records, filing, basic documentation, miscellaneous administrative tasks, staff service, conducting general errands for the office. It is necessary to specify any additional qualifications that you have, like computer typing skills communication skills, multi lingual ability etc, along with the required skills sets for a clerical post, to attract your employer.

Sample Clerk Resume Template
Chris McGuire,

22, Norfold Park,

Apple Lane,

Lancashire

PR7 2AA

Mobile Number: 44 9809 7564

Telephone Number: 01876 540099

Career Objective
With over 2 years of experience as an office clerk, I am seeking a position in the retail industry. I seek new challenges and growth in my new position and would bring to it my attention to detail, excellent administrative skills along with my fast typing skills.

Educational Background
BS in Accounting, currently pursuing

Bachelor of Arts, 2006

Work Experience
2007-Present: Clerk, Big Inc.

Responsibilities
· Customer services

· Filing and documentation of sales invoices

· Basic book keeping

· Basic typing

· Prepare new files

· Sort out records

· Translation service from French or Spanish to English when required

· Bank related work

2006-2007: Clerk, In time Watches

Responsibilities
· Handled customer queries

· Filed invoices

· Typing work

· Filing and sorting documents

· Improved filing systems

· Gathered information related to leaves, sick leaves, claims due

Skills
Proficient in typing

Multi lingual in English, French and Spanish

Ability to multi task

Excellent in documentation

Achievements
· Improved filing systems

· Worked on improving database management

