Terry L. Eltobgi | 425.830.0517 | eltobgi@hotmail.com   
 
QUALIFICATIONS SUMMARY  
· Highly personable Professional with over 10 years of experience in account management, client services and sales support. 
· Superior communication skills with proven ability to effectively manage, influence, negotiate and communicate with external business partners and internal teams.  
· Ability to meet deadlines, prioritize workloads, maintain a strong attention to detail, and work independently or as team player in a fast-paced environment. 
· Excellent project management skills, including the ability to translate large amounts of data into actionable insights.  
· Flexible, friendly, and quick-on-the-uptake.  
· Exceptional multi-tasking, coordination and organizational skills. 
· Experienced with a variety of software platforms including Excel, Access, Windows, Vista, Unix, and Macintosh, PowerPoint, & HTML. 
 
PROFESSIONAL EXPERIENCE 
H-10 Capital/Amazon.com – Seattle, Washington 	 	 	       3/2013-11/2013 
Data Analyst  
· Mined, analyzed and compiled data for Amazon’s online catalog to help expand the Amazon 1Button App for Chrome and Firefox. 
· Reviewed and approved relevant multimedia data for labeling tasks. 
· Labeled relevant multimedia data to the corresponding product in Amazon’s catalog. 	
· Audited relevance tasks for product mapping.  
· [bookmark: _GoBack]Assisted with rewriting the Standard Operating Procedures. 
· Increase coverage for the Amazon Browser Bar for Firefox and Amazon 1Button App for Chrome by resolving Sev-4 alarms “Precision Low” tickets.  
· Review data to provide “relevance” for new project development.
· Perform daily data audits and reporting for the Compass development team. 
Loretta’s Steakhouse/Bar - Seattle, Washington 	                                   7/2011-2/2012 Bartender  
· Utilized high levels of energy and superior multi-tasking abilities to quickly fill drink orders in an extremely fast-paced establishment. 
· Directed bartending operations, overseeing seamless food and beverage service. 
· Troubleshoot bar inventory isssue, ordering supplies proactively to maintain appropriate inventory levels crucial for effective customer service. 
· Problem solve and negotiate a diversity of customer service issues.   
Rainier Investment Management, Inc.  – Seattle, Washington                    3/2008-2/2009 
Taft-Hartley Sales and Client Services Coordinator  
· Managed schedules and calendars for Client Servicer and Portfolio Managers. 
· Prepared, proofread and sent letters, faxes, reports, PowerPoint presentations, memos and other correspondence to clients on behalf of the firm. 
· Screened, organized and prioritized incoming calls, business mail and email correspondence. 
· Monitored and responded to client emails on behalf of the Servicer and Portfolio Managers. 
· Created and maintained the investment firm's legal files and correspondence. 
· Prepare agendas, notices, and minutes for meetings. 
· Developed and maintained event calendar. 
· Assisted with development and preparation of presentations and proposals.  	Created and maintain database and spreadsheet files 
· Researched compiled data as needed for customer requests. 
· Prepared and assembled client service and sales material for meetings, conferences and mailings. 
· Maintained and updated files, database records and other documents in the Client Relationship Database. 
· Arranged detailed travel plans and itineraries, compiled travel documents and mapping for Client Servicer and Portfolio Managers. 
Corestaff / Rainier Investments, Inc. – Seattle, Washington                  11/2007 – 3/2008 
Receptionist / Administrative Assistant 
· Responsible for scheduling meetings for employees; escort visitors to staff members’ offices, along with providing hospitality service arrangements as requested by staff. 
· Handled incoming calls and promptly forwarded them to the appropriate person or department. 
· Prepared and assemble client service and sales material for meetings, conferences and mailings. 
· Organize, sort, assign and mail documents for all employees. 
· Maintain and update files, database records and other documents in the client relationship database.  Provide general office support. 
Corestaff / Amazon.com – Seattle, Washington                                   10/2007 – 11/2007 
Operations Associate, Advantage 
· Responsible for executing vendor returns on ‘overstock’ inventory.   	Worked with vendors on verifying returns information.  
· Analyzed returns candidates for maximum inventory reduction and dropping return files to the fulfillment centers.  
· Tracked and managed the entire return process to ensure the return of overstock inventory.  
· Uploaded inventory removal orders and tracked process through completion. 
· Provided inventory control for problem receive products. 
· Oversaw receiving, stowing, picking, manufacturing, assembly, shipping and maintenance functions enabling operation at levels which met and exceeded customer expectations, quality standards and established delivery schedules.    
Cobalt Group – Seattle, Washington                                                         9/2006 – 9/2007 
Webcare Advisor 
· Responsible for managing, troubleshooting and technical support for websites, online retailing products and customer relationship management products for all facets of business operations for car dealerships nationwide.  
· Provided customer service and assured customer satisfaction through direct day-to-day contact with Cobalt customers (mostly by phone, but also email, U.S. mail and fax).  
· Identified and analyzed software and/or website problems, recommended solutions, and ensured timely, appropriate follow-up action as needed.  
· Provided reactive problem-solving skills and proactively drove solutions.  
· Reviewed customer websites, assisted with layout, ensured that all links work, proofread text, made site changes in real time, and made optimization recommendations.  
· Informed customers of upcoming events and product releases, and trained customers. 
Corestaff / Amazon.com – Seattle, Washington                                       9/2005 – 6/2006 
Enterprise Operation Specialist 
· Created daily partner shadow purchase orders, executed purchase order changes and communicated with other groups at Amazon.com, and the partners Toys R Us.com and Target.com to solve purchase order problems. 
· Developed and managed ISS (Inbound Support Service) process while monitoring, updating and resolving all incoming ISS tickets submitted by Amazon.com fulfillment centers and customer service across the country.  
· Identified ways to solve root causes that commonly result in ISS issues and improving the ISS process while lowering ticket volume overall. 
· Created and maintained daily files and spreadsheets to be shared and updated between partners that are used to generate daily metrics and reports. 
· Gathered data from multiple sources for input into shared team databases. 
· Reported and analyzed database queries and tables for operational controls and efficiency. 
· Identified, evaluated and resolved issues in a timely and efficient manner with incoming product. 
· Monitored and answered email inquiries from Amazon.com customer service regarding unfilled customer demand vs. current open purchase orders and ETA’s on incoming product and fulfillment of customer demand. 
· Researched and analyzed vendor compliance and Inbound Defect Tracker data and communicated this information with the partner. 
· Created, updated and maintained standard operational procedures. 
· Uploaded inventory removal orders and tracked process through completion. 
The Holiday Group, LLC. – Seattle, Washington                                   4/2000 – 12/2005 Title Specialist 
· Supported a staff of 35 sales professionals to finalize the transfer of ownership for over 2,500 international time-share properties and successfully increased revenue through accurate and personalized customer service.  
· Completed closing transactions by verifying monies owed on the time-share and prepared all documents for the transfer of ownership.  
· Specialized in recordation and preparation of warranty deeds in Counties and Municipalities nationwide and managed the database.  
· Communicated effectively to sales representatives, buyers, sellers and property management companies.  
· Quickly and effectively solved customer challenges and suggested more effective program solutions.  
· Maintained very detailed and organized records.  
EDUCATION 
Turtle Mountain Community College, Belcourt, North Dakota 
University of North Dakota-Lake Region, Grandforks, North Dakota  
PROFESSIONAL REFERENCES 
Available upon request 
 
