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<INSERT Candidate’s full name>
Skills

	Skill
	REQUIRED
	Years Used
	Last Used

	Experience operating or maintaining mailing equipment, prefer 2-3 years exp.
	Required
	1
	

	Experience with job scheduling and monitoring, prefer 2-3 years exp.
	Required
	1
	

	Intermediate proficiency in office productivity software, including Microsoft Office Suite (Word, Excel, Outlook, SharePoint)
	Required
	
	

	Ability to create, edit, and manage documents, spreadsheets, and collaborative content effectively
	Required
	
	

	Strong adherence to documented processes and operational guidelines
	Required
	
	

	Ability to work effectively as part of a team to support shared goals
	Required
	
	

	Punctuality, reliability, and a strong sense of integrity and accountability are highly valued.
	Required
	
	

	High school diploma or equivalent
	Required
	
	

	Must be able to lift up to 50 lbs
	Required
	
	

	Familiarity with PeopleSoft Financials or similar ERP systems
	Highly desired
	
	

	Ability to follow documented procedures and maintain accurate records
	Highly desired
	
	

	Strong problem-solving skills and ability to troubleshoot system issues
	Highly desired
	
	

	Customer-service mindset and clear communication skills
	Highly desired
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Employment History
<List candidate’s relevant employment history>		


		1
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