	

	
	[YOUR NAME]
Order Entry Clerk
Address, City, ST ZIP Code | Telephone | Email
Website: wordexceltemplates.com
	
[image: ]
	

	
	
	
	

	
	
	
	

	
	Order entry clerk with high school diploma and experience of 8 years in the industry. Used highly technical and up-to-date soft wares for entering data and taking orders. Extensive knowledge of taking orders and processing them on time and without any errors. Excellent written and verbal communication skills which help in minimizing the error of taking wrong orders.
Capable of solving problems and taking decisions which are in the best interest of the company and the department. Excelled in providing five start customer services and manage time to achieve the long-term goals. 
	Objectives/Key skills:
My objectives in this job are:
· To process orders accurately and diligently.
· To establish policies and procedures for data entry.
· To review any discrepancies in the systems and rectify them.
	

	
	
	
	

	
	
	
	

	
	Work Experience:
Order Entry Clerk ABC Company
· To enter data in the software.
· To coordinate in the collection and reconciliation of the data.
· To pre-process and review the data to further process the orders.
· To review the systems, find any discrepancies and rectify them.
· To maintain records of files and orders processed and rejected.
	
Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	

	
	
	
	

	
	Order Entry Clerk XYZ Company
· To evaluate entry orders for accuracy.
· To maintain necessary order history reports.
· To assist other departments with final processing of the orders.
· To answer any incoming calls and email orders.
· To maintain the stock levels for processing orders.
· To maintain cordial relationships with the vendors.
· To assist is scheduling meetings with the vendors.
· To research and find new and cheap vendors.
	
	

	
	Technical Skills:
· Time management skills to record, enter and process orders on time.
· Accuracy and numeracy skills to avoid any errors.
· Communication skills to enter data accurately and read it properly.
· Computer skills and use of supply chain soft wares.
	Management:
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
[bookmark: _GoBack]Reference:
	

	



image1.JPG





 


 


[YOUR NAME]


 


Order Entry Clerk


 


Address, City, ST ZIP Code


 


|


 


Telephone


 


|


 


Email


 


Website: w


ordexceltemplates.com


 


 


 


 


 


 


 


 


 


Order entry clerk with high school diploma and experience of 8 


years in the industry. Used highly technical and 


up


-


to


-


date soft 


wares for entering data and taking orders. Extensive knowledge 


of taking orders and processing them on time and without any 


errors. Excellent written and verbal communication skills which 


help in minimizing the error of taking wrong orders.


 


Capable of solving problems and taking decisions which are in 


the best interest of the company and the department. Excelled 


in providing five start customer services and manage time to 


achieve the long


-


term goals. 


 


Objectives/Key skills:


 


My objectives in 


this job are:


 


·


 


To process orders accurately and diligently.


 


·


 


To establish policies and procedures for data entry.


 


·


 


To review any discrepancies in the systems and 


rectify them.


 


 


 


 


 


 


 


Work Experience:


 


Order Entry Clerk ABC Company


 


·


 


To enter data in the 


software.


 


·


 


To coordinate in the collection and reconciliation of the 


data.


 


·


 


To pre


-


process and review the data to further process the 


orders.


 


·


 


To review the systems, find any discrepancies and rectify 


them.


 


·


 


To maintain records of files and orders 


processed and 


rejected.


 


 


Education


 


DEGREE | DATE EARNED | SCHOOL


 


·


 


Major: 


Click here to enter text


 


·


 


Minor: 


Click here to enter text


 


·


 


Related coursework: 


Click here to enter text


 


DEGREE | DATE EARNED | SCHOOL


 


·


 


Major: 


Click here to enter text


 


·


 


Minor: 


Clic


k here to enter text


 


·


 


Related coursework: 


Click here to enter text


 


DEGREE | DATE EARNED | SCHOOL


 


·


 


Major: 


Click here to enter text


 


·


 


Minor: 


Click here to enter text


 


·


 


Related coursework: 


Click here to enter text


 


 


 


 


 


Order Entry Clerk XYZ 


Company


 


·


 


To evaluate entry orders for accuracy.


 


·


 


To maintain necessary order history reports.


 


·


 


To assist other departments with final processing of the 


orders.


 


·


 


To answer any incoming calls and email orders.


 


·


 


To maintain the stock levels for processing orders.


 


·


 


To maintain cordial relationships with the vendors.


 


·


 


To assist is scheduling meetings with the vendors.


 


·


 


To research and find new and cheap vendors.


 


 


 


Technical Skills:


 


·


 


Time management skills to record, enter and process orders 


on time.


 


·


 


Accuracy and 


numeracy skills to avoid any errors.


 


·


 


Communication skills to enter data accurately and read it 


properly.


 


·


 


Computer skills and use of supply chain soft wares.


 


Management:


 


·


 


Think a document that looks this good has to be 


difficult to format? Think again! To 


easily apply any 


text formatting you see in this document with just 


a click, on the Home tab of the ribbon, check out 


Styles.


 


Refer


e


nce:


 


 


 




 

 [YOUR NAME]   Order Entry Clerk   Address, City, ST ZIP Code   |   Telephone   |   Email   Website: w ordexceltemplates.com      

   

   

 Order entry clerk with high school diploma and experience of 8  years in the industry. Used highly technical and  up - to - date soft  wares for entering data and taking orders. Extensive knowledge  of taking orders and processing them on time and without any  errors. Excellent written and verbal communication skills which  help in minimizing the error of taking wrong orders.   Capable of solving problems and taking decisions which are in  the best interest of the company and the department. Excelled  in providing five start customer services and manage time to  achieve the long - term goals.   Objectives/Key skills:   My objectives in  this job are:      To process orders accurately and diligently.      To establish policies and procedures for data entry.      To review any discrepancies in the systems and  rectify them.   

   

   

 Work Experience:   Order Entry Clerk ABC Company      To enter data in the  software.      To coordinate in the collection and reconciliation of the  data.      To pre - process and review the data to further process the  orders.      To review the systems, find any discrepancies and rectify  them.      To maintain records of files and orders  processed and  rejected.    Education   DEGREE | DATE EARNED | SCHOOL   ·   Major:  Click here to enter text   ·   Minor:  Click here to enter text   ·   Related coursework:  Click here to enter text   DEGREE | DATE EARNED | SCHOOL   ·   Major:  Click here to enter text   ·   Minor:  Clic k here to enter text   ·   Related coursework:  Click here to enter text   DEGREE | DATE EARNED | SCHOOL   ·   Major:  Click here to enter text   ·   Minor:  Click here to enter text   ·   Related coursework:  Click here to enter text   

   

 Order Entry Clerk XYZ  Company      To evaluate entry orders for accuracy.      To maintain necessary order history reports.      To assist other departments with final processing of the  orders.      To answer any incoming calls and email orders.      To maintain the stock levels for processing orders.      To maintain cordial relationships with the vendors.      To assist is scheduling meetings with the vendors.      To research and find new and cheap vendors.    

 Technical Skills:      Time management skills to record, enter and process orders  on time.      Accuracy and  numeracy skills to avoid any errors.      Communication skills to enter data accurately and read it  properly.      Computer skills and use of supply chain soft wares.  Management:   ·   Think a document that looks this good has to be  difficult to format? Think again! To  easily apply any  text formatting you see in this document with just  a click, on the Home tab of the ribbon, check out  Styles.   Refer e nce:   

 

