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Motivated and highly productive Store Coordinator professional with a research 
background. Detail-oriented with strong skills in multi-tasking and efficient 
management of day-to-day office operations. Adept at building and maintaining 
effective working relationships with co-workers and clients through outstanding 
interpersonal skills.

MAY 2003 – AUGUST 2004
STORE COORDINATOR - ABC CORPORATION

 Effectively coordinated administrative function for a large food company.
 Performed accounting functions for invoices, filing, and processed payments 

according to schedule.
 Distributed promotional data for customers who were near membership 

completion and followed up with potential renewals.
 Managed presentation documentation for potential business and off site 

meetings.
 Maintained accurate filing system and project information for the entire 

department.
 Demonstrated proficiency in internet research for marketing promotions.
 Participated in special events and special projects for the marketing team as 

required.

2001 – 2003
STORE COORDINATOR - DELTA CORPORATION

 visual director (work study student) Duties and Responsibilities Maintained stock
room and supplies Worked with other team members to close store at .

 Provided operations and merchandising support in this Store Coordinator 
position.

 Served in management role for $2M store reset project consisting of 100 person
team.

 Performed inventory control, vendor management, and assisted with customer 
service and marketing activities.

 Supervised 20+ associates and mentored individuals on customer relations and 
concerns Educated customers with knowledge of over 1,000+ products and .

 Included having the ability to train and motivate staff, received stock and 
displayed according to store plans, cashiering, customer service, and .

 Charged with the pricing and personalization of customer wardrobe orders, 
including data entry as well as shipping and handling.
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EDUCATION

Business Administration

SKILLS

Inventory Management, Customer Service.
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