ISABELLA CLARK

Group Sales Administrative Assistant

9 PROFESSIONAL SUMMARY

Versatile administrative professional with 5 years of experience
supporting sales teams and enhancing operational workflows. Skilled
in managing client communications, organizing schedules, and utilizing
CRM systems to optimize productivity. Committed to delivering
exceptional service and fostering collaborative relationships to drive
sales success.

@© WORK EXPERIENCE

Group Sales Administrative Assistant & Apr / 2022-Ongoing

Maple Leaf Consulting X Toronto, ON

1. Managed client inquiries and routed communications, enhancing
customer satisfaction.

2. Organized travel arrangements and prepared detailed schedules for
sales teams.

3. Maintained and updated customer databases, ensuring accuracy and
accessibility.

4. Created sales presentation materials, improving team effectiveness
during pitches.

5. Analyzed order discrepancies, resolving issues promptly to maintain
service quality.

6. Assisted in processing orders and inventory management, optimizing
supply chain operations.

7. Collaborated with team members to achieve departmental goals and
enhance productivity.

Sales Administrative Assistant B3 Apr / 2020-Apr / 2022
Lakeside Apparel Co X Chicago, IL

1. Provided comprehensive administrative support to senior
management and sales teams.

2. Processed and tracked 50-100 purchase orders daily, ensuring timely
fulfillment.

3. Coordinated merchandise deliveries, managing logistics for efficient
operations.

4. Supported vendor communications, facilitating smooth order and
advertising processes.

5. Monitored product samples inventory, ensuring availability for client
presentations.

6. Compiled and prepared mid-month and quarterly sales reports for
management review.

&) EDUCATION

Bachelor of Business Administration ) Apr / 2018-Apr / 2020
University of California X Denver, CO

Focused on business management and sales strategies.
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@ skiLLs

Data Management

Sales Forecasting

Billing And Invoicing
e 06 0 86 & 0 ©

Presentation Skills

Record Keeping
e 06 & 6 &6 6 &6 066 8 o

Sales Training

@ INTERESTS
@ Language Learning € Photography

& Architecture @ E-sports

@ STRENGTHS

I Stability

- LANGUAG ES

VOV VL

English Italian Dutch

€) ACHIEVEMENTS

{'* Streamlined order processing, reducing
turnaround time by 30%.

f_" Enhanced customer satisfaction ratings by
implementing a feedback system.
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