Jane Doe

Office Administrator

123 So. Carnegie Dr, Tucson, Az. 12345

(123) 456-7890                       email@aol.com

EXPERTISE

· Extensive Sales and Customer Service Office Management and Administration.

· Direct Interfacing with Domestic/International Customers, Reps, And Other Departments.

· Highly Effective Social and Interpersonal Skills For Customer Relations. 

· Specialize in Computerized Quoting, Booking, Tracking, Inventory, and Accounting.

EXPERIENCE

   10+ years of experience as a Sales/Customer Service Office Administrator for fast-paced, technical companies.

1994 – Present
 WHESSOE VAREC, INC. (Manufacturer of Valves/Gauges)

Sales/Customer Service Administrator.  

· Inside Sales via Phone, Fax, and E-mail to domestic/international customers and reps.

· Provide Quotes regarding parts, pricing, availability, lead-times and order schedules.

· Provide literature, data sheets, drawings, blueprints on products to customers/reps.

· Maintain daily booking, shipping, purchase order and customer return databases/logs.

· Expedite purchase orders/parts.  Order follow-through to shipment and after.  

· Extensive Interaction with all other departments, on a daily basis.

· Involved extensive use computerized booking and tracking systems.

1990 – 1993
FUTURE DOMAIN CORP. (Computer Soft/Hardware)

Senior Tech Support Administrator.   

· Inside Sales/Customer Support for Domestic and International Customers.

· Administrator to a 10-man Sales Team, both Inside and Outside Sales.

· Assisted a department of 5 Hardware and Software Engineers.

· Responsible for customer quotations, returns, complaints and inquiries.

· Compiled daily/weekly Sales Activity and Backlog Reports, contracts and sales leads.

· Maintained databases of distributors, representatives and customers.

1989 – 1990
IEC, CORP.  (Electronic Components)

Office Assistant

· Office Assistant for large Inside and Outside Sales Teams.

· Prepare daily/weekly sales forecasts, statistical reports and quotations.

· Responsible for all office/warehouse inventories.

· Coordinated shipping/receiving of electronic parts from manufacturers.

COMPUTER SKILLS

· WINDOWS 95/98/NT, OFFICE, WORD, EXCEL, POWERPOINT,  ACCESS, 

PEACHTREE, QUICKBOOKS, INTERNET EXPLORER, etc.  

· Typing Speed 75 WPM.

EDUCATION

1984 - 1986 CYPRESS COLLEGE, Cypress, CA - General Education.

Thank You For Your Time And Consideration.
