



	JOE SMITH
	12345 Street  CITY, ST ZIPCODE
(111) 111-1111  youremail@gmail.com



CUSTOMER SERVICE ADVOCATE  ADMINISTRATIVE SUPPORT   PROJECT MANAGER
Marketing Coordination  Accuracy  Time Management  Scheduling

A highly talented and ambitious administrative professional and marketing project coordinator with extensive experience in carrying out the day to day administration of an efficient office, developing successful marketing initiatives and expanding business development opportunities. Talented office administrator with strengths in organization, time management and ensuring a high level of confidentiality. Strives in fast-paced atmospheres with the environment that promotes hard work, customer service and teamwork. Confident in abilities to always exceed customer expectations and become an integral part of the organization’s success. Detail-oriented self-starter with excellent oral and written communication, interpersonal, multi-tasking and customer service skills.

SELECTED HIGHLIGHTS
· Remarkable ability to retain a large variety of information and interpret it to various publics, strong ability to multi-task and perform secretarial and clerical duties with speed and accuracy without supervision
· Demonstrated high-level of abilities of various computer software programs and fluency in using software packages (Microsoft Office: Access, Excel, Word, PowerPoint, Outlook)
· Above Average Ability to maintain a good working relationship with all co-workers, vendors, clients and the public
· Strong interpersonal, communication and organizational skills
· Proven experience in providing the highest level of customer service
· Experienced managing employees and strives in developing individuals to their greatest potential
· Recognized as a leader with strengths in project management, administration, marketing and business development
· Excellent communication skills proven by the ability to lead and interact with people from diverse backgrounds

CORE COMPETENCIES
	· Executive Support
	· Clerical Duties
	· Technical Skills

	· Office/Staff Management
	· Crisis Management
	· Customer Loyalty

	· Workflow Planning/Prioritization
	· Document Preparation
	· Process Improvements

	
	
	


PROFESSIONAL EXPERIENCE

COMPANY NAME  City, State  YEAR – YEAR 
COMPANY NAME  City, State  YEAR
JOB/POSITION TITLE 
· Managed multi-line phones answering with scripted dialect and provided friendly customer service to all callers while routing them to the correct destination or assisting if applicable
· Ensured the office was always working at top productivity including managing all mailing and shipping needs
· Effectively screened all sales calls while maintaining a friendly and professional attitude when handling walk-ins and inquiries
· Implemented strategic cold calling and lead generation plans to improve business
· Developed procedures to increase the efficiency of numerous areas including filing and organizing records to increase the ability to effectively retain/recover documents, reports and records
· Performed numerous accounting/bookkeeping duties – responsible for creating and managing invoices, letters, reports and financial statements using various software, including Microsoft Office

BUSINESS NAME City, State  YEAR
BUSINESS NAME  City, State  YEAR
POSITION
· Provided support to other departments by thoroughly cleaning and restocking shelves as needed
· Assisted in product rotating, merchandising, display maintenance and housekeeping to maintain a clean and orderly store environment
· Established key methods for enhancing the organizational efficiency of the inventory process, including assisting in processing and replenishing merchandise and monitoring floor stock
· Consistently administered the highest level of customer service to ensure customer loyalty and retention 
· Greeted all customers with enthusiasm and retained a comprehensive knowledge of all products/services in order to answer any questions  
· Provided excellent customer service to clients which increased retention and repeat sales by over xx%

BUSINESS NAME  City, State  YEAR 
BUSINESS NAME City, State  YEAR – YEAR 
BUSINESS NAME  City, State  YEAR 
POSITION
· Responsible for operating POS systems
· Efficiently and accurately operated the cash register and related components 
· [bookmark: _GoBack]Utilized financial understanding in handling daily cash, check and credit card transactions ensuring 100% fiscal accuracy
· Performed extensive and meticulous cleaning services, including cleaning and polishing furniture/fixtures, collecting and emptying trash into the proper receptacles, sweeping, mopping and vacuuming all floor surfaces and sanitizing and cleaning the restroom facilities
· Ensured the proper procedures for the use of chemical cleaners were strictly followed  
· Effectively and accurately managed busy staff schedules
                     
EDUCATION

SCHOOL NAME University, CITY, ST: Expected Graduation xxxx
Bachelor of xxx in NAME O DEGREE (GPA: 0.0) 

SCHOOL NAME, CITY, ST: Graduated XXXX 
Associate of DEGREE in TYPE OF DEGREE (GPA: 0.0)
Relevant Coursework: Introduction to Business, Financial Accounting, Managerial Accounting, Computer Science, Business Law, Business Calculus, Economics, Statistics

HIGH SCHOOL NAME, CITY, ST: Graduated XXXX
Prerequisite Courses

ADDITIONAL CREDENTIALS
	TECHNICAL SKILLS


LANGUAGES

VOLUNTEERISM

	Microsoft Office: Word, Excel, Power Point, Access, Outlook; Google Docs, Cloud Storage, Basic Photo Editing, Type 46 WPM

  Proficient in Spanish 

 VOLUNTEER COMPANY NAME: YEAR - YEAR 
 VOLUNTEER PROJECT NAME: YEAR - YEAR 
 VOLUNTEER COMPANY NAME: YEAR


	INTERESTS/ACTIVITIES

	 Traveling (GIVE NAMES OF PLACES TRAVELLED), Nutrition, Fitness, ETC



References:  Available Upon Request
  

