XXXX XXXX 

XXXX, Mililani, HI 96789 

· XXX-XXXX-XXX 

· Cell: XXX-XXXX-XXX 

XXXX@XXXX.XXX 

Summary

Reliable and personable sales support representative with over 11 years in customer service. Dedicated and motivated to maintain customer satisfaction and contribute to company success.

Experience

Sport Chalet Team Sales Van Nuys, CA Sales Support Representative 05/2006 to 09/2013 

· Edited and routed custom orders through company procedures

· Responded to high volume of daily e-mails

· Processed customer credit card transactions and forwarded customer checks to credit department 

· Maintained daily communication with all departments to insure successful completion of orders 

· Communicated with retail vendors to place and follow up on orders

· Addressed customer questions regarding pending orders

· Maintained Excel spreadsheets with current order information

· Relieved receptionist periodically, including greeting visitors and responding to telephone and in-person requests for information

A-1 All American Roofing Monrovia , CA Office Assistant 11/2002 to 02/2006 

· Answered incoming phone calls and created leads for potential new clients

· Communicated with vendors to schedule job materials for ongoing job sites

· Coordinated schedules between customers and work crews for repair jobs

· Contacted city inspectors for inspection appointments on current job sites

· Typed new customer contracts

· Maintained and updated customer files 

Foothills Middle School Wenatchee, WA ASB Secretary 08/1997 to 08/2000 

· Maintained front office, including greeting visitors and parents

· Directed phone calls and assisted with Spanish speaking parents

· Maintained petty cash fund for student body

· Translated for parent teacher conferences 

· Assisted with supervising lunch area for grades 6th through 8th 

· Mailed newsletters and progress reports to parents

Accomplishments

· Promoted from receptionist to Sales Support Representative after 3 months of employment

· Awarded for assisting in increasing team sales revenue by 27% and making Team Sales the 7th highest volume store at Sport Chalet

· Awarded expert of the month in March 2011

· Recognized for assisting in integrating Team Sales with SAP 

Education

High School Diploma Wenatchee High School, Wenatchee, Wa

