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STEPHANIE RODAS
1019 CASA DR SCHAUMBURG, IL 60173               
630.808.3595                        
STEPHY12707@YAHOO.COM
OBJECTIVE

Seeking a position where I can utilize and build up on professional capabilities through continuous contribution, dedication and learning.

SKILLS
	· Bilingual (Spanish, English)
	

	· Excel, Word
· Knowledge in ADP
	

	· Filing
	

	· Customer Service
· Phone Management
	


	
	


WORK EXPERIENCE
[bookmark: _GoBack]Sales Assistant, Patrick Hyundai, Palatine, IL		12/13-07/15
· Received Vehicles arriving at dealership, made sure they weren’t damaged and accessories were also delivered.
· Assigned vehicles a stock number and stocked into ADP. 
· On Excel created a spreadsheet to keep track of units on the lot, inbound and preproduction units.
· Checked deals bags to make sure all necessary documents were included and all information was correct.
· Calculated sales gross profit for every unit sold.
· Submitted Incentives and kept track of which incentives were paid, approved and rejected.
· Maintained log of demos, service loaners and body shop loaners. 
· At the end of month generated a report showing how many vehicles each salesperson sold with averages and total profits.
· Twice a month created an inventory template to help GSM with allocation.

 Customer Service Coordinator, Patrick Hyundai, Schaumburg, IL                          10/12 – 12/13
· Created a spreadsheet on excel to keep track of vehicles on lot.  Incoming and preproduction vehicles.
· Log vehicles that were delivered, traded in or sold.
· After customer purchased vehicle made a courtesy call to make sure they were content with their purchase and answered any questions.
· File tax forms and deals.


Receptionist/Cashier, Patrick Hyundai, Schaumburg, IL                                                   07/11-10/12
· Provide Customer Service. 
· Answer multiple-line phone. Transferred calls to various departments, and correct personal.
· Used paging system to call up customers vehicles. 
· Handled cash, checks and credit cards.
· Logged cars that were delivered traded in and sold.
· Filed deals, tax forms service and parts invoices.
· Receipted money that was taken in for that day at the end of the shift.
· Made sure drawer was balanced at the beginning and end of my shift.
· Kept track of deal bags and keys that were checked out.

Cashier, Besa Mi Taco, Itasca, IL                                      			03/11-12/11
· Provided prompt and courteous service to customers.
· Always maintained a positive attitude with guests.
· Quickly and efficiently processed customer’s orders.
· Handled cash and credit.

EDUCATION
Everest College, Skokie, IL 2010					              Certificate, Medical Assistant
James B. Conant High School, Hoffman Estates, IL 2009		           High School Diploma


References Provided On Request
