
Sales Project Coordinator Resume
Virginia D. Drake
1201 Richland Avenue
Sugar Land, TX 77478
Phone: 526-214-2391
Email id - Virginia.drake@mymail.com Career Objective:
To grab a position that allows me to use and improve my skills. Looking forward to take big responsibility and to serve to show my skills.
Professional Experience:

Magus Consulting Pvt Ltd, Bristol, TN
Sales Coordinator
· Calling up Corporates, HNIs, and Industrialists.

· Keeping proper follow up of appointments.

· Generating leads for investment options.

· Maintain MIS for management review.

· Coordinate with Sales Team.

· Promoting companies products & services to identified and prospective clients.

· Maintain CRM with clients.

· Filing, Documentation and administration work.
Hitech Man Power, Kingsport, TN
Sales Coordinator
· Prepared Invoice, Performa, etc.

· Preparation of quotations according to the sales team requirement.

· Maintaining Customer Purchase Order and executing in time.

· Coordinating with accounts for generating Invoice against each purchase order.
Skills:
· Excellent in communication.

· Able to handle dealers/ customers.

· Good looking.

· Good in presentation.
Education:

University of Tennessee, TN
Associates degree in Marketing
A sales coordinator plays an effective role in the smooth running of an organization. The responsibilities for the position vary from organization to organization. Generally, a sales coordinator assists in the functioning of sales departments. A person in the position should have the potential to handle multiple tasks. One can apply for the position in different organizations that deals with sales and service of different product. The job requires people with good communication skills and polished appearance. Handling contracts is one of the major roles of a sales coordinator.

This is a free sample resume for the position of sales coordinator. It covers tips to present your resume in the best way. Update your resume as per the skills and experience in your previous and present organization. We hope the sample works well in getting your desired position.
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