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Career Overview
Committed and motivated Administrative Professional with exceptional customer service and 
decision making skills. 

Core Competencies’ 
· Excellent analytical skills                                
· Excellent communication skills
· Problem solving                                               
· Detailed Reporting
· Microsoft Office Suite           
· Training     

Professional Experience 


CDW LLC
August 2011 to Current
Account Manager Sales Assistant
Vernon Hills, IL


· Provided fanatical customer support by efficiently and effectively identifying their needs, quickly gaining trust, solving complex situations and resolving all problems with maximized efficiency.
	
· Managed multiple Customer accounts, created custom quotes, Submitted bid proposals, and handled special pricing invoices.

· Pro-actively maintain a variety of detailed weekly and monthly status reports for multiple Executive Account Managers and members of the Sales Management team. Reports include:
· Invoice Reports
· Open Order Reports
· Individual customer reports 
· Customer Purchase Report
· Product Specific Reports
· Expense Reports
· Revenue Reports

· Handled all customer calls for my designated Sales team to process orders, process RMA’s, and handle issues. 

· Transcribe 25+ Voicemails a day from multiple customers, and responded to thousands of  emails every week

· Facilitated Customer tours and meetings on a monthly basis. Also coordinated office events.


· Accounts receivable duties to ensure invoices stayed up to date.

· Provided training for all new staff members.  Assisted my teammates with any issue they had by helping to resolve the problem or pointing them in the direction of someone that could help. 


CDW LLC
April 2008 to August 2011
Special Ops – Services
Vernon Hills, IL

· Acted as primary liaison between departments within the
warehouse. 

· Worked with the Sales department and customers to ensure all orders were fulfilled accurately and received on time with no issues. 
. 
· Created a process to improve Buy and Hold inventory management and reporting accuracy by developing spreadsheets to accurately track inventory.

· Lead multiple team meetings.

· Excelled in a SLA driven deadline-intense environment, ensuring accurate and on-time completion of projects. 

· Planned and Implemented new departmental policies and procedures for more efficient and 
accurate shipments from Buy and Hold.

· Daily Oversight of 10-20 million dollars’ worth of products owned by multiple customers.  


Ashley Furniture Homestores
July 2007 to April 2008
Customer Service Representative
Vernon Hills, IL

· Managed incoming and outgoing calls for the Sales team and members of management. 

· Scheduled and confirmed appointments for Office Leads.

·  Accounts receivable duties that involved daily communication with customers to ensure invoices stayed up to date.

· Primary contact between Sales, Management, Warehouse, and the customers.
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