
David Gagnon
2027 E Dust Devil Dr
Wayne, NJ, 7470
(222)-123-4567
[email]
Objective To obtain the position as Sales Administrative Assistant to ensure the smooth and conflicts free functioning of all operations of the organization.
Summary of Skills:
· Exceptional ability to handle multiple deadlines and organize workload effectively.
· Proficient with Microsoft Office, Adobe Acrobat Professional, and web-based software.
· Remarkable Knowledge of Website Development and database applications.
· Profound knowledge of basic concepts and vocabulary.
Work Experience:
Sales Administrative Assistant
Elk Grove, Wayne, NJ
August 2005 to till date
· Administered general reception, including answering phone calls.
· Maintained and organized both computer and paper filing and reporting systems.
· Monitored and maintaining office supplies, and coordinated with and for other services.
· Assisted the staff members to meet deadlines and customer expectations; and helped in other Sales, Marketing and Administrative functions.
Sales Administrative Assistant
Valassis, Wayne, NJ
May 2000 to July 2005
· Ensured polite and accurate answers to customer inquiries and issues.
· Maintained project schedules; and administered sending orders for processing.
· Organized distribution of new products to staff; and managed inventory process for orders.
· Computed data into marketing database; and responded to catalog requests.
· Coordinated and managed all exhibit process; and attended and participated in exhibits at conventions.
· Prepared and mailed press releases; processed invoices and assisted in budget preparations.
Education
Bachelor Degree in Business Administration
Northeastern University, Boston, MA


