John Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234



                                              Mail Room
I am interested in supporting a team in the mail room department. To also obtain a challenging position, utilizing my abilities developed through my experiences and strong work ethic in multi tasking. I keep a safe and hazardous-free work place.

Summary of Qualifications
· Proficient in use of all hand, air and power sorting machines. 

· Ensures that agency mail is received and delivered as quickly as possible.
· Ensures that outgoing mail is properly sealed, posted and transferred to the US Postal Service or other delivery service. 
· Excellent interpersonal and communication skills. 

· Strong decision making skills, as well as, highly motivated. 

· Ability to understand verbal and written instructions. Effective ability to organize assigned tasks for completion alone or part of a team.
· Highly skilled in the proper use and maintenance of sorting machines. 

Professional Experience

United States Postal Service, Indianapolis, IN                                                                        2007 - Present

Sorting Specialist
· Sorting envelopes by hand or machine.
· Manage material handling and prepare or setup machines per production work orders. 

· Perform other duties as assigned. 

· Stamps date and time of receipt on incoming mail. 

· Sorting mail according to destination and type, such as returned letters, adjustments, bills, orders, and payments.
· Examines outgoing mail for any irregularities and seals envelopes by hand or machine.
Fed Ex Inc, Indianapolis, IN                                                                                                         2004 - 2007

Light Package Specialist
· Readdresses undeliverable mail bearing incomplete or incorrect address.
· Stamps outgoing mail by hand or with postage meter.
· Distributing and collecting mail. 
· General maintenance on equipment
· Weighs mail to determine that postage is correct
Education and Professional Training

High School Diploma graduate

Go to:    http://www.resumes-cover-letters-jobs.com

