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OBJECTIVE

To work where I can use my experience as an administrative assistant to benefit the company and allow myself to grow.

SUMMARY OF QUALIFICATIONS 

1. Extensive experience predominately in the administration sales management field.

2. Computer skills in spreadsheets, word processing and PowerPoint presentation creation.

3. Strong oral and written communication skills

4. Ability to work well with others and achieve team goals. 
EXPERIENCE 

9/98- Present  Perth Amboy Business Development Group, Pert Amboy, NJ
Administrative Assistant
Act as the administrative lead for the Perth Amboy Business Development Group, which has six sales associates. Work with the team to ensure that the sales process goes smoothly, from lead generation to close. Duties include taking incoming calls and qualifying lead potential, sending direct mail solicitations, managing the proposal process and updating the database. 
4/94 – 9/98 DOJO by the Shore, Atlantic City, NJ
Personal Assistant - Part-Time
Worked part-time assisting the owner of a martial arts studio with scheduling and coordinating his classes. Also answered the phone, screened new students, gave guided tours of the studio and managed tuition payment processing. 
3/91 – 4/94 T-Shirt Ink, Atlantic Hilands, NJ
Telemarketing Sales Representative
Sought new business by calling on potential customers and sending them mass mailings. Maintained daily call records and quarterly sales breakdown. Acquired comprehensive product line knowledge and ability to quickly assess customer needs and develop full-service product and service offerings.
EDUCATION
State University, Atlantic Hilands, NJ Bachelor of Arts, Anthropology, 1990
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