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To obtain a job that would allow me to learn new skills. That will strengthen my 
organizational habits, optimize my customer service skills, ability to follow proper 
safety procedures, and display my strength in communicative methods. I work 
well with others or by myself; I am a very open minded person and believe that I 
would be a great addition to the job.

JANUARY 2000 – AUGUST 2001
SALES SUPPORT REPRESENTATIVE - ABC CORPORATION

 Generated new sales and managed existing named accounts by telephone and 
performed all back end tasks and issues associated with the sale.

 Provided critical, daily support to two Education Solution Managers (ESM).
 Executed call campaigns and followed up with leads and call lists.
 Enrolled students into classes within assigned accounts via phone, email, and 

fax.
 Built and maintained relationships with customers.
 Ensured that all data entered in Scholar (registration system) was correct and 

accurate.
 Maintained knowledge of all Sun Education products, services, and promotions.

1996 – 2000
SALES SUPPORT REPRESENTATIVE - ABC CORPORATION

 2013 Greeting, prioritizing transactions and advising of wait time.
 Responsible for troubleshooting effectively and then resolving and/or following 

up on customer issues, ensuring our customers needs are addressed promptly, 
and communicating with the management team effectively.

 Inventory management, cash management, point of sale 
paperwork/recordkeeping, assists in the adherence to store merchandising 
standards, and the safety and security requirements in the store.

 Operate tools and systems, consoles and devices, and maintain time sensitive 
records with a high degree of detail and accuracy.

 Act as the operational liaison between agents, vendors, customers and various 
AT&T departments.

 Answer calls and assist sales representatives and customers by performing 
sales transactions.

 Perform other duties as assigned by management..
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EDUCATION

Certificate in Question Based Selling - 2001(Sun Microsystems Class - 
Broomfield, CO)

SKILLS

Keyboarding, 10-key, Letter Formatting, Machine Transcription,.

2


	January 2000 – August 2001
	Sales Support Representative - ABC Corporation
	1996 – 2000

	Sales Support Representative - ABC Corporation
	Education
	Certificate in Question Based Selling - 2001(Sun Microsystems Class - Broomfield, CO)

	Skills

