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PERSONAL SUMMARY

Maxine is a proven entrepreneur who has a deep desire to do the right thing for her customers. For the last three years she has been employed as a Sales Coordinator for Browns Retailers, and in this role her main duty has been to provide an unparalleled customer experience by empowering sales staff and driving innovation. Her present employer is very satisfied with her ability to not only coordinate and complete several tasks at once, but also to maintain good customer relationships. On a personal level she has real ambition and a very strong desire to reach her goals. Right now she is looking for a suitable position with a fast-moving organization that has an environment of endless opportunities for personal and career growth.

CAREER HISTORY

SALES COORDINATOR – January 2010 - present
Employers name - Coventry
Responsible for supporting the company Sales Team and ensuring that they have the tools, support and resources needed to set them apart from the competition.

Duties;
· Managing all the sales related activity of the company.   
· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.
· Writing up accurate and grammatically correct sales correspondence.
· Tracking sales orders to ensure that they are scheduled and sent out on time.
· Effectively communicating with customers in a professional and friendly manner.
· Ordering and ensuring the delivery of goods to customers.
· Supporting the field sales team.
· Ensuring that staff uniforms and personal appearance are always clean and professional.
· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.
· Organising sales promotional campaigns.
· Contacting potential customers to arrange appointments.
· Speaking with customers using clear and professional language.
· Resolving any sales related issues with customers.
· Completing the administrative needs of the Sales Department.
· Making follow-up calls to confirm sakes orders or delivery dates.
· Responding to sales queries via phone, e-mail and in writing.
· Accurately analyzing and assessing statistical data.

TRAINEE SUPERVISOR – May 2008 - January 2010
Employers name - Birmingham

CASHIER – July 2007 - May 2008
Employers name - Birmingham

KEY SKILLS AND COMPETENCIES

Professional
· Customer service experience in an office setting.
· Can calculate figures and amounts such as discounts, interest, commissions, proportions and percentages.
· Strong ability to multi-task, prioritize and execute.
· Ability to perform under pressure and stressful conditions.
Personal
· Professional demeanor and attitude.
· A fast learner who can quickly understanding and articulate new technologies and processes.

AREAS OF EXPERTISE
Customer service
Organising staff
Marketing campaigns


ACADEMIC QUALIFICATIONS 

Central Birmingham University – MBA Degree 2003 - 2007
Aston College - HND 2001 – 2003
Coventry School; O levels Maths (A) English (B) Geography (B) Physics (A)

