Eric Simao

29 Cliffdale Avenue Cranston, RI 02905

(401) 572-6715 ( ericsimao1@gmail.com
    CUSTOMER SERVICE/ OFFICE ADMINISTRATION ~ BILINGUAL

SUMMARY OF SKILLS

· Microsoft Office Suite: Word, PowerPoint, Excel, Outlook and familiar with Access
· ADP software: billing invoices, ordering and searching parts 

· Billing and shipping software: Shipworks, Channel Advisor, OEConnection, World Pay 
· Strong presentation and computer skills
· Research and resolve issues

· Background in creating reports and designing and creating marketing materials

· Skilled in creating charts in Excel

· Excellent attention to detail with outstanding skills related to general office administration

· Great team player and motivated
· Bilingual English and Portuguese

EDUCATION

New England Institute of Technology, Warwick, RI
Associate in Science Degree, Business Management Technology, 2010

Associate in Science Degree, Automotive Technology, 2008
· GPA of 3.49 on a 4.0 scale, Dean’s List 
EMPLOYMENT

Tasca Automotive Group, Cranston, RI




 July 2011 – Present

Biller - Internet Department
· Create customer orders and invoices from eBay, Amazon, and the company website. 

· Bill out the orders for customers.
· Scan invoices and parts for accuracy 

· Forklift and Order Picker licensed.
Town Fair Tire, Fairhaven, MA 




     May 2008 – March 2009

Alignment Technician


Performed alignments on cars ensuring compliance with manufacturers’ specifications. 


Completed inspections and ensured all safety checks were met.  


Assisted tire technicians with new tire installation.

Utilized Win Align high tech computer software to evaluate and make adjustments to cars. 
AWARDS


Highest grade point average in Business Communication I


Highest grade point average in Word Processing I


Perfect attendance for spring ‘09 quarter & winter ‘10 quarter


A-level keyboarding speed for Word Processing I & II

