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Stephanie Benabides
323 Maple Street 
Salinas, CA
93901
Phone: 831-206-5753
Email: sbenabides@yahoo.com


OBJECTIVE:
To build a long-term career with a company that will allow me to fully utilize my communication, organizational, and analytical and problem-solving skills, as well as challenge and expand my knowledge.


EXPERIENCE:

American Takii Seed., Inc.	Inventory Control Clerk/Accounts Receivable
Salinas, CA
July 2006-Present

· Work effectively and efficiently with cross-functional teams, production, sales and the warehouse
· Accountable for inventory at the time of receiving to shipping of goods for sale.
· Input data in all materials handled
· Audit daily sales orders against current inventory and correct any inventory errors.
· Responsible for ensuring inventory is being received and executed in a timely manner, meeting deadlines.
· Assist sales staff: effectively communicate with customers regarding invoicing issues
· Communicate with warehouse colleagues and company importer and export brokers regarding shipping and receiving of products both domestic and international.
· Proper handling of export and import documentation
· Coordinate air and ocean vessel shipments
· Assist company controller with accounts payable and accounts receivable duties including end of the month closing and invoicing customers
· File damage claims with freight carriers and insurance companies
· Generate and run sales reports
· Check costs in accordance with grower contracts
· Work closely with production department as well as growers
· Work closely with
· Prepare shipping documentation, including phytosanitary certificates and invoices for production shipments globally.
· Assist Takii global sales team with handling of inventory in and out of American Takii, including all documentation required for customs purpose.


Westaff Temporary Agency	Administrative Assistant/Accounts Payable
Clerk

Salinas, CA
March 2006-July 2006
· Responsible for accounts payable
· Answering and directing phone calls
· Keep track of staff schedule
· Provide assistance to staff in administrative departments
· Extensive use of Excel, Word and Lotus








We Connect	Sales Assistant/Inventory Control

Salinas, CA
June 2005-February 2006
· Help maintain inventory of products sold
· Provide customer service
· Help with monthly audits/physical inventory
· Daily Recordkeeping in Quickbooks

Home Depot	Sales Associate
Salinas, CA
February 2003-May 2005







Problem solved with customers to ensure satisfaction
Provided detailed ordering and measuring of special order windows Worked in a fast paced environment with multiple demands
Provided excellent customer service
Use of computer database to place orders
Worked as a team to ensure department met sales goals

Kaiser Permanente	Optician
Clackamas, OR
January 2002-November 2002

· Problem solved with customers to order specific lenses based on patient prescription
· Provided customer service
· Processed orders using database software
· Maintained patient relations


United Airlines	Customer Service Representative
Portland, OR
February 1999-February 2002


Provide outstanding customer service in a fast paced environment with
multiple demands and time constraints.


· Problem solved when issues arose such as flight delays, flight cancellations and overbooking
· Extensive use of software for use with the airline industry to fulfill customer needs.

Qualifications:







Extensive customer service background
Attention to detail in fast paced environment Problem solving and analytical skills
Sales background
Cultivating and maintaining customer relations Proficient in Microsoft Word, Excel, and Outlook








Education:

Penn State University World Campus
128 Outreach Building, University Park, PA 16802
Current Student-pursuing Bachelor of Arts degree in Business

Heald Business College Salinas, CA Associate of Applied Science/Accounting

Hartnell College Salinas, CA
Associate of Arts Degree/General Studies

