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Summary



Senior Sales Coordinator who is skilled at multi-tasking and maintaining a strong attention to detail. Sense of urgency to anticipate the needs of senior-level-executives. Thrives in a fast paced dynamic environment. Highly self-motivated with a strong work ethic. Extensive experience in the coordination, planning and support of daily operational and administrative functions. 



Highlights

	· [bookmark: 195125725SKC11]Microsoft Office proficiency
· Proper phone etiquette
· Articulate and well-spoken
· Time management
· [bookmark: 195125725SKC21]Check endorsing / ACH & Wire transfers


	· Flexible
· Excel spreadsheets
· Appointment setting
· Works well under pressure
· Customer service-oriented





Accomplishments



Increased sales by % 



Experience


[bookmark: 195125726JTIT1][bookmark: 195125726JSTD1][bookmark: 195125726EDDT1][bookmark: 195125726COMP1][bookmark: 195125726JCIT1][bookmark: 195125726JSTA1][bookmark: 195125726JDES1]Senior Sales Coordinator
November 2013 to CurrentThe Training Associates － Westborough, MA
Designed PowerPoint presentations for on site customer visits 
Maintained and coordinated executive and senior management day to day meetings 
Collaborated with other administrative team members on special projects and events 
Served as Executive Assistant to the EVP of Sales, Vice President of Sales, Manger of Sales and the Director of Global Marketing Products 
 
 

[bookmark: 195125726JTIT2][bookmark: 195125726JSTD2][bookmark: 195125726EDDT2][bookmark: 195125726COMP2][bookmark: 195125726JCIT2][bookmark: 195125726JSTA2][bookmark: 195125726JDES2]Executive Administrative Assistant to the CEO & President
October 2008 to October 2011The Training Associates － Westborough, MA
Maintained and coordinated executive and senior management day - to - day meetings and travel schedules 
 

[bookmark: 195125726JTIT3][bookmark: 195125726JSTD3][bookmark: 195125726EDDT3][bookmark: 195125726COMP3][bookmark: 195125726JCIT3][bookmark: 195125726JSTA3][bookmark: 195125726JDES3]Human Resources Assistant
March 2008 to October 2011The Training Associates － Westborough, MA
Reviewed candidate resumes 
Managed open enrollment for medical and dental policy's 
Handled candidate testing 

[bookmark: 195125726JTIT4][bookmark: 195125726JSTD4][bookmark: 195125726EDDT4][bookmark: 195125726COMP4][bookmark: 195125726JCIT4][bookmark: 195125726JSTA4][bookmark: 195125726JDES4]Communication Coordinator
June 2007 to March 2008The Training Associates － Westborough, MA
Handled all incoming calls 
Maintained employee time out spreadsheet 
Assisted executive administrative assistant to the CEO & President 
Maintained office supplies 
Maintained daily office  


