GEORGENE B. SERGEANT

221 West Sunset Drive

McHenry, Illinois 60051
Cell: 815-347-8675

Email: sergeant050193@comcast.net
SUMMARY:
I’m an Executive-level Assistant who easily handles critical back-office functions such as database management, inventory control and financial reporting, as well as trust-building functions, such as marketing, e-newsletter creation and corporate communications. I’ve worked for large corporations and multiple executives concurrently, and have also successfully worked in, and greatly organized smaller offices. My advanced level proficiencies include MS Word, Excel, PowerPoint, Access and numerous industry-specific database programs. Outside of the office, I’m active in high-profile civic organizations and have been recognized for my extensive volunteering efforts.
EXPERIENCE:

Shaklee Corp., Pleasanton, CA






2003 – Present

EXECUTIVE MARKETING ASSISTANT
• Developed company sales and marketing procedures, plans and promotions.

• Established and maintained customer databases, filling and record systems.
• Managed multiple calendars and arranged domestic and foreign travel. 

• Processed all orders and maintained customer relationships.

• Managed and tracked all department expenses.
• Scheduled and coordinated all sales meetings.

• Prepared all monthly reports for review by management.
• Answered and screened incoming calls along with administrative support for department.
The Dow Chemical Company, Buffalo Grove, IL  




2001 - 2003

N.A. MARKETING SPECIALIST

• Developed and maintained customer/distributor supplemental database.

• Developed, managed and implemented reporting procedures for IDT.

• Trained sales and technical service personnel in all aspects of reporting procedures for IDT.

• Prepared and maintained all EPA supplemental registrations for customers/distributors.

• Developed and implemented a standard supplemental regulation process.

• Prepared daily sales reports, lab reports and supplemental reports.

• Interacted heavily with customers/distributors, sales and technical service personnel.

• Prepared customer/distributor supplemental contracts and federal forms.

• Coordinated department calendar, travel arrangements, conference calls, and trade shows.

The Square D Company, Palatine, IL





1997- 2001  

SENIOR POINT OF SALE COORDINATOR

• Maintain distributor reporting, security files and data log.

• Inspect, correct, and load distributor data.

• Assist in the distributor implementation process.

• Fulfill requests from sales and marketing or distributors who need information from Point of Sale or ABI.

• Coordinated department calendar, travel arrangements, and conference calls

The UNO-VEN Company, Arlington Heights, IL
  



1990 - 1997

ENVIRONMENTAL PROJECT COORDINATOR 

• Provided technical support to employees and customers.

• Developed and performed technical training for employees and customers.

• Developed and conducted monthly team meetings between Retail, Real Estate, and Environmental Departments.

• Updated and maintained governmental regulation information, databases, and MSDS’s
• Prepared weekly, monthly and quarterly reports.

EDUCATION:


• Bachelor of Science, Business Management/Marketing, Northeastern Illinois University, Chicago, Illinois

ACCOMPLISHMENTS:

• Women’s Leadership Network Women of the Year

• Rotary Club of McHenry –Sunrise’s Rotarian of the Year

• City of McHenry’s Character Counts Award

