
Sales Secretary

ROBERT SMITH

Phone: (123) 456 78 99 
Email: info@qwikresume.com

Website: www.qwikresume.com
LinkedIn:

linkedin.com/qwikresume
Address: 1737 Marshville Road,

Alabama.

Objective

Seeking employment with a company which will give me the opportunity to use my skills and 
allow me to advance. Hard worker and have the ability to learn quickly. Extremely organized and 
detailed oriented, work extremely well under pressure, and have the ability to multi-task and 
prioritize.

Skills

Billing, Microsoft Office, Microsoft Word, Microsoft Word, Purchase Orders, Shipping And Receiving,
Data Entry, Data Entry.

Work Experience

Sales Secretary
ABC Corporation  May 1997 – April 2010 
 Entered and processed sales and parts orders for construction equipment attachments for 

Rockland Manufacturing and our sister company Rocktex located in Texas.
 Closed out daily parts orders for invoicing.
 Entered, proofed, faxed or emailed, and filed customer quotes for attachments and parts.
 Composed and maintained a detailed procedure book for the sales secretary position.
 Answered and directed incoming phone calls for the front desk clerk on a multi-line phone 

when required.
 Composed correspondence for dealer inquiries.
 Maintained and filed dealer competitor information.

Sales Secretary
Delta Corporation  1993 – 1997 
 Assisted salesman with customer calls while out of the office; price change coordinator; 

inventoried office supplies, ordered and received new .
 Typed sales orders and purchase orders for salesmen, billing department, and record keeping 

Gave quotes to salesmen based on possible orders Handle .
 Served 4 divisions of Ovalstrapping Incorporated.
 Answered calls from customers and answered various questions pertaining to orders and 

requested information and served as the point of contact .
 Processed telephone orders for materials, shipped product by standard delivery services as 

well as arranging designated trucks for shipments of wire.
 Quickbooks, Adobe Acrobat, Photoshop, Map Point, Access, Impact, Microsoft Outlook, Excel, 

Microsoft Word and Office, multi-line phone system.
 This is Dummy Description data, Replace with job description relevant to your current role.

Education

BS- (Prince George's Community College, Penn State University)
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