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     E-Mail: mariesaour@gmail.com
	  Objective
	To secure an administrative position where I will have the opportunity to contribute my solid skills in a successful company and grow professionally in my career.



	Qualifications
	· Excellent oral and written communication skills
· Excellent knowledge of Microsoft Applications and social media websites                       
· Proficient in Word, Excel, Access, PowerPoint and knowledgeable with QuickBooks, Sage Pro, BarTender (software), Outlook, Goldmine and CRM
· Expertise in attention to detail, accuracy, prioritizing, and multi-tasking


	Education
	College of Lake County, Grayslake, IL    
Graduated in 2009
· Administrative Office Professional - Associate’s Degree
· Office Assistant - Certificate
· Information Processing Specialist - Certificate
· General Office - Certificate
Continental Academy Coral Gables, FL
Graduated in 2003 with High School Diploma



	Employment
	May 2012 – Present  -  Customer Relations Coordinator 

Amerisun Inc., Buffalo Grove, IL

· Manage Amazon and Commerce Hub Accounts
· Process orders and claims and coordinate pick up / return requests

· Print packing slips, create Bill of Lading and issue tracking number

· Update company's website; add products and company news

· Track office supply inventory and approve supply orders

· Take an active role in all aspects of the distribution operation (UPS, FedEx, freight, returns, receiving, and restocking)

· Correspond with different carriers to provide company with better rates and services

· Handle all company's social media accounts and online marketing campaigns
· Train and coach team members to deliver a high standard of customer service which reduced errors by 25%
· Respond promptly and answer / resolve customers inquiries and complaints
· Track customers interactions and actions taken, including - transactions, comments, inquiries and complaints
· Brainstorm with other team managers to discuss possible improvements in customer service and company's products
· Report employees’ performance feedback to Manager
Marie Saour

June 2009  – May  2012  -  Label Compliance Coordinator/ Customer Service / Import Administrative Assistant

Prinz Ltd., Northbrook, IL
· Handled the procurement process by identifying the need of a product to sending the order (s) to vendor (s)

· Created purchase orders, and checked pro forma invoices for accuracy

· Created container(s) breakdown to allow the warehouse to check for product / quantity accuracy
· Managed product pricing information, and released invoices to clients

· Processed sales orders, forms, applications and requests 

· Provided knowledgeable answers to clients regarding products, pricing and inventory availability inquiries.
· Handled customer inquiries, complaints, billing questions and payment extension/service requests

· Assisted proofing company’s catalog copy and pricing.

· Developed, printed, and shipped company’s UPC and retail labels to vendors 
· Created company products’ SKU / parts numbers
· Responsible for labels inventory ordering
· Prepared import documents in compliance with customs regulations and company procedures

· Entered import shipments onto Excel spreadsheet
· Followed up on ETA’s and updated the internal system

· Submitted wire payments to vendors overseas
March 2006 – December 2008  - Receptionist/Accounting Clerk
Rainbow Graphics, Inc., Mundelein, IL
· Answered phones and responded to e-mail and fax inquiries
· Greeted and directed customers and visitors to the company

· Assigned visitors badges in accordance with physical security procedures

· Provided callers with general information such as company address, fax number, website, driving directions, etc.
· Received, sorted, and distributed incoming mail
· Coordinated the pick-up and delivery of express mail services (FedEx, UPS, DHL, etc.)

· Assisted in the ordering, receiving, stocking and distribution of office supplies
· Assisted the accountant with entering invoices and creating purchase orders 
· Supervised the supplies of all shipping services & ordered what’s needed

2004 - 2006  Front-Desk Lead

Sports Authority, Vernon Hills, IL
· Provided customer service by assisting and acknowledging customers

· Ensured front line associates provided prompt, courteous and knowledgeable service to all customers 
· Resolved customer service issues appropriately and competently 

· Ensured operational controls at the front line and service desk were in accordance with company guidelines and policies 

· Audited and approved all necessary front line paperwork 

· Trained and developed associates on customer service standards and registered proper front line procedures and controls
· Managed cash and check receipts, maintained ledger book and computer record of bank deposits
· Presented service plan to customers on each product sold 

· Worked with internal departments to meet client’s needs


	Skills: 
	· Microsoft Applications: Excel, PowerPoint, Word and Outlook. 

· Sage Pro & CRM 
· Fox Pro
· QuickBooks 95 - 08 
· BarTender (Labeling Software)
· Shipping and Receiving Experience
· B2C and B2B Web/Online Marketing 
· Social Media / Network Websites 
· Amazon Seller Central 

· Commerce Hub 
· UPS

· FedEx
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