


Vanessa Mastandrea
2115 201st Pl. SE, Unit M1, Bothell, WA  98012 ( Home: (425) 402-4687
( Cell (425)-443-5952  ( Email: nessheart@comcast.net

Customer Service Expert  (  Adept Written/Verbal Communicator  (  Detail Oriented Researcher
Key Skills
	Office Skills:
	Customer Service  ( Call Center  ( Database & Records Management  (  Executive & Administrative Support  (  Reports & Spreadsheets ( Composing Documents 
Data Entry ( General Bookkeeping (A/P  &  A/R) ( Office Organization & Administration ( Meeting & Event Planning ( Scheduling & Calendaring ( Pricing & Purchasing ( Telephone & Front Desk Reception


	Computer Skills:
	Word ( Excel ( PowerPoint ( Publisher ( Outlook ( Windows  Platform  ( QuickBooks ( Quicken ( Macola ( Windows Live Essentials


Professional Experience
 
Comcast


Customer Service Representative


April 2013 – November 2013

· Resolved customer issues with their equipment
· Helped customer’s with blind set up of equipment over the phone
· Trouble shooted technical issues with customer’s equipment

· Brought in new lines of business

· Assisted retention in keeping current customers
· Helped customer’s in re-bundling packages to give them the best deal
Nintendo of America – Short term holiday contract

Customer Service Representative

November 2012 – December 2012

· Resolved customer issues regarding parental controls of Nintendo systems

· Responded to customer emails regarding system issues and Club Nintendo

· Utilized the AS400 to assist customers with their accounts

· Frequently utilized ELMO troubleshooting software to help resolve customer issues

· Helped customers set up their WII U systems

Bedrock Excavation, New Jersey

 
Office Manager 

 
November 2000 – December 2002

· Performed cost analysis for new job sites

· Submitted and followed up on estimates to prospective clients

· Priced, purchased, and rented all materials and machines utilized 


· Tracked and issued maintenance on all machinery

· Compiled and submitted daily reports of completed work to clients

· Provided change orders and reissued estimated cost to job sites

· Performed account reconciliations and general ledger entries

· Maintained weekly cash flow management and reporting activities 

· Prepared and issued invoices and purchase orders

· Managed payroll, 401k, and health insurance for 40+ employees

Elite Group Marketing, New Jersey

   
Merchandising Coordinator

  
February 2000 – November 2000

· Monitored sales levels to determine product volume adjustments, replenishments, and allocations

· Interfaced with major companies to obtain new product licensing and designs

· Acted as liaison between vendors and warehousing personnel to expedite product distribution

· Provided administrative support assisting with all aspects of wholesale merchandising

· Formulated price breakdowns based on cost, discounts, and freight charges prior to generating and processing purchase orders
· Followed up with credits and resolution of invoicing discrepancies as needed.

· Communicated purchase order information to warehousing personnel and drivers to ensure on-time deliveries

· Maintained a comprehensive inventory database of product information

 
ALC of New York, New York

      
International Account Manager

      
October 1998 – May 1999

· Maintained monthly sales revenues at $25,000 with the acquisition of major accounts;  J. Peterman, Saks, Neiman Marcus, Sheplers, and Spiegel
· Liaison between international and domestic clients to negotiate list contracts

· Negotiated multi-year contracts with major direct mail accounts 

· Negotiated terms of purchases or exchanges of international clients

· Responsible for bringing in more clients to grow the business

· Explored and analyzed purchasing behavior and market trends of retailers for mass marketing mailings

· Generated orders for international mailing campaigns 

· Compiled approved orders and relayed information to clients

· Compiled consumer data lists and maintained database for direct marketing mailings

· Produced and coordinated mass mailing list campaigns for clients

· http://directmag.com/mag/marketing_listline_9/
Direct Media, New York

      
International Sales Manager, Temporary
      
July 1998 – October 1998 

· Prospecting new clients for international mailing list

· Acquired new clients on an exclusive basis to increase business


· Negotiated with companies for trade or sale of international campaign lists

· Researched and followed trends in order to improve list for mail campaigns to increase sales

· Compiled data from direct mail campaigns to re-evaluate the cost of list

· Managed database for list campaigns
Multinational Concepts, New Jersey

      
International Marketing Associate

      
March 1996 – September 1998

· Prospecting new clients that currently held an international mailing list

· Acquired new clients on an exclusive basis to increase business

· Negotiated between companies for the trade or sale of international campaign lists

· Researched and followed trends in order to improve list for mail campaigns to increase sales

· Compiled data from direct mail campaigns to re-evaluate the cost of list

· Managed database for list campaigns

· Generated and issued invoices to clients
EVA Trading & Alemdar Soap Company, New Jersey

      
Sales Assistant / Product Developer 

      
October 1995 – March 1996
· Researched and recorded data for sales analysis and reporting activities to the creative artist

· Promoted and sold new product lines to major companies such as Nordstrom and Linen & Things

· Maintained communication between manufacturers, corporate, and retail stores  

· Identified the need for new product markets  and inventory replenishment 

· Calculated and provided cost analysis to generate optimal price of products

· Collaborating with vendors and warehousing personnel to timely expedite merchandise

· Participated in designing show rooms to display various product to new consumers

· Assisted in creating new logo and packaging of new product lines

Education

· Rutherford High School – 1991 – 3.94GPA

· Bergen Community College – 1995 – 3.74GPA

· Montclair State University – 1997 – 3.90GPA

rEFERENCES
· Edward Ziek, Savant Services – (800) 633-8000

· Rosalind Brinson, RMBD Designs –  (347) 255-0854

· Deirdre Wilding – (813) 381-3060

· Tracy Hatch – (425) 443-8291
