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      Irene R

      
        Extremely hard worker
        
        
        
        
        
        
        
        
      

      

    

    	
            Occupation:

            Administrative Services Manager
          	
            Location:

            
              Huntsville, AL
            
          	
            Education Level:

            Associate
          	
          Will Relocate:

          No
        


  

  






  Description

  
    Over twelve year�s sales and administrative experience with emphasis on Administrative management. Strengths in all areas of administrative functions as well as Assistance to top level managers and senior sales representatives.  PC skills include a strong working knowledge of MS Office including Excel, Word and PowerPoint. Excellent organizational, communication, and math skills.

  

  

  
    

    Work Experience

    
      	COMPANY	POSITION HELD	DATES WORKED
	
            

          
	(Confidential)	

				(Confidential)

				4/2005 - Present
	Deltacom	

				(Confidential)

				1/2004 - 4/2005
	Arch Wireless	

				(Confidential)

				5/1994 - 1/2004


    

    
  

  

  
    Education

    
      	SCHOOL	MAJOR	YEAR	DEGREE
	
            

          
	Universty of MD	psychology	1977	
              
                Associate Degree
              
            


    

    
  

  

  





  Accomplishments

  
    Highlights:

    
    
      Companies I like:

      government

    
  

  

  
    

    Job Skills

    
      	P&L responsibilities	
	Presentation	
	Ecommerce Strategy and digital marketing channels optimization - SEO, SEM, email, affiliates - for high-profile accounts.	
	Technology Solutions	
	Sales Support	
	Software Implementation	
	Requirements Analysis  & Specification	
	Leadership 	


    

    
  

  

  
    

    Keywords

    
      	administrative
	management


    

    
  

  
    

    Responsibilities

    
      Provide professional in-house sales support for the Business sales team. Responsibilities are broad and  include, but not be limited to scheduling orders, order tracking, sales reporting, sales training and customer service. Manage 2 Customer Service Representatives and 4 Account Executives. Provide support to management, coordinate meetings and schedules for sales representatives as well as sales management, Prepare reports for commissions, expense reimbursements, leave. Prepare weekly and monthly reports for management regarding actual sales numbers as well as goals and budgets; maintain sales office, equipment, and supplies.
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