Richard Anderson
1234, West 67 Street, 
Carlisle, MA 01741,
(123)-456 7890.

Objective: Seeking for an excellent opportunity to work as retail customer for a growth oriented company.
Skills:
· Able to handle all duties regarding to clerical and customer service.
· Excellent communication skills and fluency in English and local languages.
· Ability to work independently and under pressure.
· Proficient with computer literate such as Microsoft Word, Microsoft Excel, Power point and Internet.
· Able to do other duties as assigned.
Work Experience

Publix, Delhi
Store In charge
Completed following duties,
· Kept excellent office environment and relationship with assistant with helpful and cheerful attitude.
· Responsible for communicating with customers regarding to sales on daily basis.
· Recorded all daily financial dealings and other information to maintain the records of accounting.
· Responsible for maintaining other records of supplies, employees, account, machine maintenance, planned and many more.
· Solved all errors and difficulties regarding to sales.
· Done various other duties as needed.
Value Plus Department Stores, Monroe
Worked as Retail Clerk
Responsible for duties such as,
· Handling the requests and inquiries of customer.
· Done various duties including bank deposition, securing store and other various duties related to customer care.
· Arranged all exhibitions of store.
· Responsible for doing clerical duties such as filing, billing,
· Responsible for other duties as needed.
[bookmark: _GoBack]Qualification:
Bachelor's Degree in Business Administration.
