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Professional Summary
Dedicated and meticulous sales and customer service professional with over 15 years of experience excelling at prioritizing, completing operational and customer-focused tasks simultaneously to support executive decision-making processes that achieve project goals. Flexible, adaptive, and focused team player with expertise in document control, time management, payroll, multi-tasking, mathematical aptitude, customer service, and data entry. A dependable self-starter seeking to leverage background into a sales or customer service role with a progressive organization. Ability to lift up to 50 pounds.
Skills
Strategic Planning ( Team Support ( Written & Verbal Communications ( Multi-Tasking ( Managing Priorities ( Internal Communications ( Data Research & Analysis ( Leadership Reports ( Process Improvement ( Record Tracking ( Microsoft Office Suite ( Complex Problem Solving ( Customer Relationship Management ( Sales Strategies ( Monetary Transactions ( Conflict Resolution ( Senior Leadership Support ( Payroll & Billing

Professional Value Offered

Leadership
· Exceeded specific team goals and resolved issues, partnering with staff to share and implement customer service initiatives.

· Proactively identified and solved complex problems that impact operations management and the business direction.
· Aided senior leadership during executive decision-making process, generating daily reports to recommend corrective actions and improvements.
· Elevated productivity initiatives, managing executive calendars, including tracking itinerary, scheduling appointments, coordinating meetings, executing travel arrangements, and managing internal/external communications.
· Authored leases/checks, ordered permits, and tracked employee payroll for senior leadership.
· Identified critical processes and reports for corrective action.
· Mitigated financial discrepancies by accurately executing credit card transactions with zero errors.
· Boosted revenue, accurately monitoring cash intake and maintaining store policy updates to eliminate discrepancies.
Administrative Proficiencies
· Strengthened operational efficiencies and traceability, developing organizational filing systems for confidential customer records and reports.
· Automated office operations, managing client correspondence, record tracking, and data communications. 
· Drove customer feedback to deliver information to management for corrective action. 
· Executed on-time, under-budget project management on complex issues for senior leadership. 
· Saved time, spearheading special projects through effective emergency resolution.
· Elevated customer satisfaction ratings, resolving issues for a speedy resolution.
· Implemented corrective actions by mitigating financial discrepancies for billing, check, and contract requests.
· Enhanced customer satisfaction ratings, managing all client inquires and discrepancies through resolution.

· Automated document flow, accurately maintaining tracking and correspondence for agendas, itineraries, reports, and memos.
· Automated the contact management system to ensure 100% client organization.
Customer Service

· Maximized customer satisfaction by greeting customers daily and resolving any service issues promptly.

· Supported long-term business-need strategies, generating customer-relations feedback for process improvements.

· Expanded customer base, troubleshooting issues and delivering effective customer service to generate client retention.

· Enhanced customer satisfaction ratings by resolving issues efficiently.

· Exceeded all sales goals with timely completion and accurate planning.

· Built customer and employee loyalty, implementing effective operational strategies.

Work History

Administrative Assistant, Richter & Sons Trucking, Galien, MI, 2010-2014

Student/Hair Stylist/Receptionist, Phagan’s School of Beauty, Salem, OR, 2009-2010

Child Care Provider, Dusty Kirk, Salem, OR, 2005-2009
Grid Installer, Philips Factory, Stayton, OR, 2005-2008
Administrative Assistant, Richter & Sons Trucking, Galien, MI, 2003-2006
Home Care Provider, LaDonna Szymanski, Salem, OR, 2001-2005
Cashier, McDonald's, Stayton, OR, 1998-2001
Education

GED in Design, Chemeketa Community College, Salem, OR
Certificate of Hair Design, Phagan's School of Beauty, Salem, OR
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