
Sandra L. Okonkwo
Postal Clerk

sandra.okonkwo@gmail.com (555) 763-4420
Atlanta, GA emilyjohnson.com
linkedin.com/in/emilyjohnson portfolio.com/emilyjohnson

Summary
Highly detail-oriented and organized Postal Clerk with 5+ years of
experience in mail processing, customer service, and team collaboration.
Proven track record of achieving high levels of accuracy and efficiency in

mail sorting and delivery. Possesses excellent communication and
problem-solving skills, with the ability to work effectively in a fast-paced
environment.

Experience

Postal Clerk
United States Postal Service • New York, NY • Jan 2018 - Present

Process and sort mail according to destination and type, ensuring accuracy
and efficiency. Provide exceptional customer service to clients, responding to
inquiries and resolving issues in a timely and professional manner.
Collaborate with colleagues to achieve team goals and objectives.

• Sorted and processed an average of 500 pieces of mail per hour,
achieving a 99.9% accuracy rate

• Responded to 50+ customer inquiries per day, resolving issues and
providing solutions in a timely and professional manner

• Collaborated with team members to achieve a 25% increase in mail
processing efficiency

• Utilized knowledge of postal regulations and procedures to ensure
compliance and accuracy

Mail Handler
FedEx • Chicago, IL • Jun 2015 - Dec 2017

Sorted and processed mail and packages according to destination and type.
Loaded and unloaded mail and packages from trucks and conveyer belts.
Collaborated with colleagues to achieve team goals and objectives.

• Sorted and processed an average of 200 pieces of mail per hour,
achieving a 99.5% accuracy rate

• Loaded and unloaded an average of 100 packages per hour, achieving a
99.9% accuracy rate

• Collaborated with team members to achieve a 15% increase in mail
processing efficiency

• Utilized knowledge of mail handling procedures to ensure compliance and
accuracy

Education

Bachelor's
New York University • New York, NY • Sep 2010 - May 2014

Business Administration • GPA: 3.2

Certificates

Postal Service Certification
United States Postal Service • Jan 2018

Certified in postal regulations and procedures

Customer Service Certification
FedEx • Jun 2015

Certified in customer service skills and procedures

Skills
• Mail Processing

• Customer Service

• Team Collaboration

• Problem-Solving

• Communication

• Time Management

• Attention to Detail

Languages
English • Native

Spanish • Intermediate

Strengths

Attention to Detail
Ability to focus on details and
ensure accuracy in work

Teamwork
Ability to work effectively with
others to achieve team goals

Communication
Ability to communicate effectively
with customers and colleagues

Hobbies
Reading

Hiking

Awards

Employee of the Month
United States Postal Service

Mar 2020

Awarded for outstanding
performance and dedication to work

Customer Service Award
United States Postal Service

Dec 2019

Awarded for providing exceptional
customer service

References

John Doe
Postal Service Manager

Supervisor john.doe@usps.com

Jane Smith
Customer Service Representative

Colleague jane.smith@usps.com
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