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Versatile skill set with experience in retail sales, online sales, workflow management, sales management, account management, administrative support, increasing efficiencies, team building, and written and oral communication. Received multiple awards for excellence in customer service and sales. Recognized skills in learning quickly, being a self-starter, mentoring and mediating between employees, and in leading team projects.

	Skills/Accomplishments 
· Ability to work under the pressure of high standards and strict deadlines
· Organized and Detail Oriented
· Demonstrated Project Management Skills
· Proficient in Microsoft Word and Excel
· Increased customer satisfaction
· Received annual performance bonuses based on solid evaluations from management


	
Professional Experience 


	 	 
Administrative

· Answered multiple console telephone system
· Performed data entry and filing of invoices and reports
· Enhanced our sales scripts to better target the needs and interest of specific individuals
· Responsible for ensuring all internet resellers maintain the latest Nordic Naturals product images and pricing. 
· Face-to-face and telephone experience with placing orders, answer questions, providing product information, order status, website inquiries, and credit card inquiries.
· Responsible for ensuring database integrity with client relationship management database to ensure our records are up to date.
 
Sales    

· Responsible for proactively soliciting new Nordic Naturals customers and optimizing products offered by internet resellers. Inspire and excite customers about how product solutions can impact their lives. 
· Ensure exceptional customer service by attending both formal and informal training to better understand company, market, and industry trends. 
· Use outstanding sales expertise, passion for health products and customer interaction skills to create the ultimate customer experience.                                                                                                     
· Channel partners, and generating weekly reports.  generating interest, qualifying prospects and closing sales.
· Recognized for my ability to work well with clients and served as a main point of contact for service recoveries. 
· Responsible for achieving ambitious customer acquisition and revenue growth objectives. Responsibilities include sourcing new sales opportunities through inbound lead follow-up, outbound cold calls, emails.

Customer Service 

· Primary responsibility is to provide customers with problem resolution involving credits for damaged items, customer returns, and shorted orders. 
· Responsibilities also include providing support the sales and accounting department. 
· Clearly communicating solutions in a user-friendly, professional manner to ultimately provide a greater customer experience to internal and external customers.
· Recognized for my excellent skills in communication, customer service, listening, patience, and problem-solving
· Responsible for creating basic, seasonal and promotional assortments. 
· Understands key items and how to drive them. Demonstrates creativity and understands trends and fashion. Strategically positions specific products within our stores. Creates a sense of urgency within the customer.
· Recognized as a top performer and was given the responsibility to serve as retail and customer operations lead.


	Employment History 


	Earth Bound Farm, Sales Assistant for a Senior Manager
San Juan Bautista, CA     June 2018-May 2019   

Nordic Naturals, E-tail Sales Representative/ Inside Sales Associate  
Watsonville, CA      June 2012-August 2017

Threshold Enterprises, Sales Assistant/ Customer Service Representative  
Scotts Valley, CA    January 2009-June 2012  

Beverly Fabrics, Customer Service Representative 
Watsonville, CA      March 2008-January 2009
 
	             

	
	

	
	

	
	

	
	



