Warehouse clerks perform secretarial duties while also operating equipment in warehouses.  They are responsible for operating industrial forklifts for transporting inventory items as well as unloading new stocks and loading orders for delivery.  Warehouse clerks organize orders for shipment and are mainly responsible for ensuring that work orders are properly filled for business transactions including purchase orders and sales orders.  As soon as flow materials are needed, they are tasked to replenish the materials needed for the assembly line and receive the finished products.  In addition, warehouse clerks are responsible for examining stock items to check if they are still in good condition.

Sample Warehouse Clerk CV Template

John Engels
Birmingham, West MidlandsB19 0PE

Phone:  123-4567-8901

johnengels@hotmail.com

Objective
Organized worker with exceptional secretarial skills is looking for a job as a warehouse clerk where I can share my skills in ensuring smooth warehouse operations.

Summary of Qualification
· Four years of professional experience as a warehouse clerk.

· Strong knowledge of stock standards and quality control.

· Exceptional secretarial and organization skills.

· Excellent time management skills.

· With skill in written and oral communication.

· Ability to interact with supervisors and employees.

· Meticulous and efficient worker.

Career Experience/Job History
2006 – Present:  Warehouse Clerk, One Nation Shipping and Supplies
· Inspect items for defects or damage and report to supervisor.

· Maintain accurate records of stocks and any damages.

· Use inventory control system in transporting inventories.

· Monitor equipment and report any damages.

· Responsible for packing and storing inventory items.

· Verify all inventory computations and records.

Education
High school diploma.

Professional reference will be furnished upon request.
