JEREMY S. PERRY

505 Charlton Drive

Hampton Virginia, 23666

(757) 717-5069
Jerper8166@gmail.com
OBJECTIVE

To obtain a position in an organization that will benefit from my initiative, communication skills and internal drive to help develop and maintain a successful company.  I am especially interested in a position with potential for advancement and increased decision making responsibilities.
SUMMARY 
I have over six years’ experience in administrative division. I provided customer’s services which include money management, sales, and clerical support. I also engaged in charitable and volunteer work all while stay energetic and motivated. I acquired different skills such as becoming highly organized. Throughout each task, I consistently exceeded all expectations while applying my proven communication skills. I’m able to finish any given assignment quickly while paying close attention to detail and quality, and continually demonstrating my strong ability to design, plan, implement, and evaluate ideas in order to provide a first-class product.

EDUCATION

ECPI UNIVERSITY










(January 2012)  
Bachelor of Science: Business Administration

EXPERIENCE
RE/MAX Peninsula: Marketer Administrator   






Feb 2010 to June 2011
· Screen, schedule & conducting interviews with potential agents 

· Maintain relationships with agents to gain industry knowledge and get referrals

· Developed business models and taught Power Point training sessions for potential clients. (25% success rate)

· Granted the opportunity to represent my company as liaison   

· Manage, develop and monitor company-wide marketing budget

· Developed new agent incentive and top performer recognition program

· Direct mail processing & maintain data bases for traditional and electronic mailing

· Prospected and secured leads for realtors through telephone contact

· Developed creative personal promotional items for real estate agents
· Perform cost analysis of all general operations item
· Manage quality catering for major office events; cut cost from previous year 
· Developed educational brochure for potential homebuyers 

· Coordinate marketing events and customer recognition programs

· Create reports utilizing Internet Explorer, Microsoft Excel, Microsoft Word, & Outlook 
· Maintain relationships with agents to gain industry knowledge and get referrals
· Other responsibilities Includes: Accounts Payable, Advertising, Accounts Receivable, Collections, and Logistics 

Bank of America: Teller








 
Nov 2010 to Present
· Cash handling, customer service, balance drawer, petty cash, and place order for inventory. 
· Allocating and managing staff resources according to changing needs
· Manage in all clerical responsibilities within the banking center
· Provide customers with the full range of personal banking services 
· Consult any information regarding the full range of banking and lending service to new and existing customers. 
· Generated new traffic with the goal of opening new deposit accounts
· Provide customers with selecting the products that best met their individual needs and goals. 
· Consistently exceeded organizational sales expectations. 
· Represent the company in a professional manner at all times ensuring quality customer service

· Observe all company and department rules, requests, and procedures
· Send proof copies and invoices to customers as required.
Volunteer Work
Susan B. Komen: Fundraiser Coordinator  






2011
· Participated in evaluation of program of training with the goal of improving the program or training
· Assists coordinator in implementing variety of projects designed to retain volunteers such as birthday recognition, writing of volunteer spotlights, satisfaction surveys etc. 
· Developed and maintained relationships with volunteers
· Recruited scheduled and communicated with volunteer groups and individuals from the community.
· Assists in coordinating and implementing volunteer appreciation activities & assists with volunteer retention through presentation 
