Tommy S. Ruiz
4825 Grasselli Street
Milton Mills, NH 03852
Phone: 603-473-6844
Email: tsruiz@anymail.com
Career Objective:
To work as a sales assistant with “Flamingos Corporation,” and provide support to the sales team in improving and converting sales leads.
Summary of Skills:
· Excellent sales and customer support experience
· Strong passion for helping customers make right decisions
· Thorough knowledge of administrative and sales tasks
· Possess kindness, honesty, and positive attitude
· In-depth knowledge of electronics, edible, and foot wear products
Work Experience:
Sales Assistant
Regency Corporation, Milton Mills, NH
October 2014 - Present
· Working with ERP software and managing purchase and sales orders
· Coordinating with the purchase department and creating customer quotes
· Answering calls and responding to customer queries in a professional manner
· Identifying customers needs and interests and suggesting products accordingly
· Resolving shipment problems and redeeming customers credits for damaged goods
· Liaising with the production and sales departments and tracking incoming and outgoing goods
Sales Assistant
Lawson and Smith, Milton Mills, NH
February 2013 - September 2014
· Maintained office supplies and performed data entry work for sales generated
· Reviewed sales orders and contracts and modified terms and conditions as directed
· Created presentations on monthly sales report and submitted to the management
· Maintained and mailed lists to customers on pending payment for goods purchased
· Directed customer phone calls to respective sales team members
· Participated in promoting and selling products of the company at exhibitions



[bookmark: _GoBack]Education:
· Bachelor's Degree in Marketing
ABC University, Milton Mills, NH
2012

