Leroy N. Cole
4962 Turnpike Drive,
88th Blvd,
Ashland, AL - 36251
Email: leroy.cole@email.com
Contact no.: (256) 354-1384 

Career Objective: 

Seeking a position as a sales administrator, in a well-recognized organization, where I can maintain complete customer satisfaction by establishing a good rapport with every client and employees of the company. Willing to utilize my skills in offering full support to the clients with complete dedication and honesty. 
Career Summary: 

Well-experienced and efficient in handling the sales department; fifteen years of experience, where I performed varied kinds of duties that were challenging, and so, gained crucial hands on job experience. Awarded for handling and coordinating with the international sales team efficiently, and without any troubles. 
Qualification: 

· Certified in Sales Marketing, from the University of Fordham, New York, NY 

· Completed Post Graduation in Administrative Science from Arlington College, VA, in March 2003 - Grade A 

· Completed Graduation in Marketing & Advertising from Tampa State University, Tampa, FL, in 2001 - Grade A 

· Completed High School from St. Petersburg High School, in 1998 with Grade A in Commerce 
Skills Summary: 

· Possess outstanding proof reading and exceptional detail orientation skills and abilities 

· Competent in handling a team of 50+, and provide excellent sales results for the organization 

· Exceptional communicational and interpersonal skills and abilities, both written and verbal 

· Outstanding customer or clients service, and excellent administrative skills 

· Extremely flexible and highly proactive towards different kinds of situations 

· Outstanding in meeting deadlines, confident in handling various projects, and skillful in understanding numeric data 
Technical and Professional Skills: 

· Efficient in planning and handling various projects, producing reports and spreadsheets, maintaining client records, etc. 

· Expert and competent in different Microsoft packages like MS-Access, MS-Excel and other MS-Office software packages 

· Expert in handling work on different platforms like Windows XP, Linux, MS DOS, etc. 

· Skilled in different kinds of foreign languages like German, Polish, Russian, and Czech 

· Experienced in maintaining healthy client relationship, handling varied kinds of customers, increasing daily sales targets, etc. 
Work Experience: 
Current Employer: Fox & Sons Incorporation
Designation: Sales Administrator
(2007 - till date) 
Job Responsibilities: 

· Assisted other senior personnel in developing various websites and improve the sales of e-commerce business 

· Handled the revenue generation department and delivered maximum revenue that is around $55.9 million 

· Looked after different administrative tasks that includes listing and selling of different products, marketing of sales contracts, etc. 

· Responsible of handling and maintaining the inquires from both, vendors and purchasers, in the absence of sales team 

· Planned and executed the daily, weekly, and monthly meetings for collecting important data from the staff members 
Previous Employer: Misfield Group of Corporation
Designation: Assistant Sales Administrator
(2006-2007) 
Job Responsibilities: 

· Communicated with various domestic and international sales managers for maintaining the order and delivery status 

· Look after the details of every purchase order, and invoices generated in the organization and process the sales orders 

· Update and efficiently maintain the delivery and shipment schedules of the organization, and coordinate with the customers 

· Assisted the senior managers in maintaining the current and accurate customer or client files and records, as well as essential information 

· Look after the advertising and marketing of various products for individual properties with specified time period 
Achievements and Awards: 

· Time-honored awards for increasing the sales from $20 million to $40 million with 330 contracts for major products 

· Consistent member and winner of awards for launching business strategies, and yielding $6 million in annual sales 

· Rewarded for recruiting, developing, and motivating sales teams, and handled the new sales territory at workplace in Misfield Group of Corporation 

· Winning team member of the national level football team, Florida 

· Awarded with 'Best Administrator Award' for handling the sales forecasting, training the supporting staff members, collecting and input client data, etc., at workplace in Misfield Group of Corporation 
Mobility and Flexibility: 

Willing to relocate anywhere in Dallas and Florida 
Declaration: 

I hereby declare that the above-mentioned information is correct and true as per my knowledge. 

(Signature)
Leroy N. Cole 

