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About

gnt()siastij mndiBid)al pit( stronh enhahe-ent and relations(iDkI)ildinh s.illsz 
NelDinh and por.inh topards to reaj( hoals and tarhetsz Utilixes eyjellent orhak
nixational s.ills to en(anje eRjienjA and lead to aj(ieBe o)tstandinh res)ltsz
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q Used o)tstandinh ti-ek-anahe-ent aIilities to jonsistentlA jo-Dlete 
por. pit(in assihned deadlinesz 
q M'ered assistanje t(ro)h(o)t rejr)it-ent Drojessesz �
q 1o--)nijated jlearlA and DrofessionallA pit( sta' and j)sto-ersz �
q NelDed NW tea- I)ild and -aintain jo-DanA jonte-DorarA jo-DanA 
j)lt)re foj)sed on rejr)itinh and s)DDortinh toD talentz 
q Wejorded aDDoint-ents and -eetinhs in oRje diaries for jlear, 
)Dktokdate jalendarsz 
q Tor.ed pell )nder Dress)re to deliBer DositiBe, Drofessional NW s)Dk
Dortz 
q Posted boI listinhs ajross Bario)s Dlatfor-s and sojial -edia j(annels 
to injrease talent Doolsz 
q KeDt jandidate rejords )Ddated pit( j)rrent details fro- Dostinh enk
8)iriesz 
q WeBieped NW doj)-entation and (andIoo.s reh)larlA and jo-Dleted 
ti-elA )Ddatesz

Sales Assistant
United jolo)rs of cenetton 0 Eej 3J33 k 2ar 3J3•

q mnjreased sales and i-DroBed j)sto-er satisfajtion IA DroBidinh atk
tentiBe, Dersonalixed jlient serBijesz 
q ProBided (elDf)l, attentiBe sales s)DDort to henerate DositiBe j)sto-er 
feedIaj.z 
q Oddressed and resolBed jo-Dley j)sto-er jo-Dlaints in a jal-, eRk
jient, and friendlA -annerz 
q Projessed jard DaA-ents d)rinh I)sA s(oDDinh Deriods to -ini-ixe 
j)sto-er paitinh ti-esz 
q gyDlained Drod)jts> IeneVts and Bal)e, enhahinh j)sto-ers in nep 
stoj. to driBe salesz 
q 1)ltiBated eyjellent j)sto-er relations(iDs IA DroBidinh (elDf)l, 
friendlA and attentiBe serBijez 
q Liaised pit( j)sto-ers to deter-ine needs, DroBide rejo--endations 
and )Dsell serBijesz
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q 1oordinated jo--)nijations Ietpeen Bario)s deDart-ents to sj(edk
)le -eetinhs and .eeD jo-DanA infor-ed on jritijal -attersz 
q Perfor-ed ad-inistratiBe tas.s, doj)-ent -anahe-ent and reDort 
deBeloD-ent for interkdeDart-ental )sez 
q Eirejted injo-inh -ail, interoRje -essahes, and Daj.ahes to oRje 
rejiDientsz 
q Onspered D(ones and Derfor-ed jlerijal oRje f)njtions to address 
8)eries, jonjerns and iss)es, esjalatinh jo-Dlaints to -anahe-entz 
q Nandled jlient jorresDondenje and internal jo--)nijations in Drok
fessional -annerz 
q Planned oRje eBents IA reserBinh Ben)es, jo--)nijatinh sj(ed)les 
and joordinatinh set)Dz

Intern
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q gyej)ted ad-inistratiBe tas.s )nder -anaherial s)DerBision to oDtik
-ixe por.@opz �
q S)DDorted -eetinhs IA DreDarinh -aterials, settinh )D sDajes, and 
ta.inh notesz 
q S(adoped dailA ajtiBities of oRje sta' to hain an )nderstandinh of t(e 
sjoDe of por.z 
q mnD)tted .eA -etrijs on sDreads(eets to -aintain )Ddated infor-ak
tionz 
q 1ollaIorated pit( -anahe-ent and tea- -e-Iers on endktokend 
Drobejt needs, orhanisinh -aterials, fajilitatinh jo--)nijation and 
Droofreadinh por.z 
q Wehistered infor-ation on dataIase to DreserBe ajj)rate detailsz 
q Wesearj(ed latest trends to .eeD aIreast pit( nep Drod)jts and feak
t)resz
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