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Alexandra Dones Sosa

	Objective
	· To work in Administrative, Logistics or related field of a leading Company, where I can provide effective support to its different operations. Willing to work with quality and dedication for a company that provides new opportunities of professional growth and promotes a respectful and diversified culture.

	Experience
	2012-Present                       Kim ’s Modas                                           Guayama, PR

Customer Service Representative

· Responsible for all type of Customer Service activities.

· Inventory management: receipt of inventory, material storage and replenishment. 

· Customer orders: Order placement and follow up with Suppliers and Distributors.

2011-2012
Blockbuster/BB Entertainment
   Guayama, PR

Store Manager

· Responsible of maintaining an optimal level of inventory for consumables. Purchasing of confection replenishment (candy, soda, popcorn, etc.). Direct contact with Distributors, merchandise receipt/processing and all invoicing tasks. 
· Responsible for interviewing candidates for vacant positions and active participation in the hiring for process.
· Lead quarterly Inventory process.  Identified areas of opportunity to ensure inventory recovery and loss prevention strategies.
· Management of labor budget and responsible for store’s sales projections and seasonal offers. 

1999–2011
Blockbuster/Pueblo International
           Guayama / Cayey PR

Assistant Manager

· Employees Hiring, Training and Supervision.

· Generation, submission and evaluation of systematic reports for Company Headquarters.

· Responsible for Inventory Purchasing, Inventory Control and Loss prevention.

· Successfully completed and met all sales objectives and data training programs within established time frames.  Received excellent mystery shopper reviews.

	
	1998–1999
Blockbuster/Pueblo International
Guayama PR

Customer Service Representative

· Customer orientation on products, accessories, services and local promotions.

· Prepare customer files and identity verification. Handling of incoming calls for customer service, complaints and/or issues. Responsible for monetary transactions.

· Recognitions:  Employee of the Month, Outstanding Team Player and Sales Award.

	
	

	
	

	Education
	1992–1997
Interamerican University
Guayama, PR

· B.B.A., Business Administration.

	Skills
	Good oral and written communication skills, in both English and Spanish. Computer knowledge. Typewriting and filing skills. Good interpersonal relationship abilities.


