Matthew Wilson
720-409-9669/matthew.wilson7mhc@gmail.com   
Professional Summary
With over 15 years of experience working in business, consumer sales and office management where strong sales skills were developed, with a history of meeting and exceeding sales goals. Also established a great talent for connecting with people, winning multiple Customer Service and Sales awards over the years. I have received mentoring and intensive training on Management and Leadership, networking, prospecting and rapport building which has led to my exceptional customer service satisfaction record. 
Qualifications
· Over 15 Years sales/office experience
· Account management and scheduling 

· Highly motivated and flexible
· Excellent communication skills
· Type 50 WPM/Scheduling
· MS Office (Outlook, Suite, Excel, Word)
· Marketing, Prospecting and Networking 
· Energetic, enthusiastic, and competitive
· Results driven and able to meet timelines

· Goal-oriented, detailed, and organized

Skills
Sales

· Through meticulous follow up, cold calling and closing skills and added to companies preferred contractor bid lists, sales were doubled from 1.5M to 3M in my first 6 months of employment.
· Earned “Top Gun” award at Paramount Home Loans through effective communication and cold calling, contacting various bankers, realtors and investment specialists. 
· With exceptional prospecting, networking, follow up and closing skills, was able stay in the top 3 in car sales for 6 months in a row.
· Proficient in different account management software programs to track and increase sales.
Customer Service
· Always willing to go the extra mile for the customer by staying late, being on-call, and generally doing whatever it took to meet and exceed customer expectations consequently increasing retention rate and Company’s bottom line.
· Achieved consistently high customer service ratings by advocating for customers to make sure their expectations were exceeded.  Accomplished by under-promising and over-delivering.
Adaptability
· Built great rapport with customers by connecting easily with diverse clientele and by actively listening to the customers assessing wants and needs.  
· Worked flexible hours to accommodate customers’ needs hence increasing company’s results.

Work History

Front Office/Scheduler
Home and Hearth
Denver, CO                      02/2018 to 08/2018


Office Manager
Amador Medical, LLC
Boise, ID                          01/2016 to 10/2017
Sales Consultant
Bronco Motors
Boise, ID                          07/2014 to 12/2015
Sales Director
Absolute-Upgrade, LLC
Denver, CO                      06/2006 to 12/2013
C/S Representative
Flatiron Credit Corp.
Denver, CO                      01/2005 to 04/2006
Office Manager
Rocky Mtn. Brokerage
Littleton, CO                    01/1998 to 11/2004

Education & Awards
Boise State University – Bachelor’s in Commutations (48 credit hours)
Boise, ID
Centennial HS-(Diploma) – USMC (Honorable Discharge)
Jacksonville, NC
 
