RÉSUMÉ
Private & Confidential

JANE SMITH

5 Mable Way
Dandenong VIC  3244
0401 561 172
smithj@gmail.com
PROFILE

Sales and Marketing professional with a broad range of experience in sales and customer service.  Reliable, conscientious and a proven team player. Highly efficient with attention to detail.  Excellent organisational skills with the ability to quickly establish rapport with colleagues and clients.  I am seeking a position as a new business development manager in a growing, environmentally conscious company that will utilize my current skills in the development of new business and sales.  At the same time I wish to gain experience in the design and implementation of marketing campaigns.
	Key strengths include:

· Excellent sales performance record and responsible for 30% increase in organic growth of three top product lines.
· Exceptional client servicing and management of existing accounts processing client invoices,  and accounts receivable.
· Exceptional customer service skills – with strong commitment to excellence and professionalism.

· Appreciate the significance of effective teamwork – working together to achieve common goals of delivery and maintaining a good line of communication.

· Outstanding problem solving and decision making skills – with ability to provide swift resolution.

· Excellent time management strategies – with ability to plan and prioritise.

· Demonstrated success in meeting deadlines in often pressure situations.

· Adaptable, flexible and open to an ever changing work environment.

· Value the qualities of honesty, fairness, integrity and ethical commitment.

· Good computer literacy with proficiency in – Microsoft Word, Microsoft Excel, Microsoft Outlook, SAP,  EGlobal (insurance database)  and Internet.


EDUCATIONAL QUALIFICATIONS

BACHALEOR IN BUSINESS MANAGEMENT AND MARKETING
2005
· Monash University
SALES AND MARKETING DIPLOMA
2004
· Bosh College

      

CAREER SUMMARY
TELCO AUSTRALIA
AUG 2006 – PRESENT
New Business Representative
· Facilitated and delivered exceptional customer service in line with business objectives by focusing on new business.

· Responsible for 30% organic growth over two years for three top line products.

· Adhered to monthly Key Performance Indicators and Key Accountabilities and contributed to business performance targets.

· Provided recommendations to qualify customers and suggested products that satisfied their needs.

· Facilitated client sales process ensuring slab and five star energy and site costs are accepted.

J J M OFFICE SUPPLIERS
2004-2006
Office Co-ordinator

· Facilitation of Amex, Caltex cards, administration of Resx travel, employee commencement and termination forms.

· Managed office security cared system and programming.

· Organised the scheduling of meetings and ensured 3 boardrooms and 3 training rooms were in a tidy state at all times and provided support for training.

· Provided support for the Receptionist eg. Switchboard, met and greeted clients and arranged couriers as needed.

· Successful overseeing of all requirements and stocks for break-out area.

· Provided backup and support for the Mailroom Manager eg. Office maintenance, office equipment, and the distribution of mail.

MELCOTT & WILLIAMS INSURANCE BROKERS PTY LTD
2003 – 2004
Receptionist/Administration Officer

· Provided high level customer service ensuring stakeholder management, phone and internet sales, co-ordinated client and visitor attendances.

· Facilitated administration support by invoicing, database management, stock inventory, documentation presentation, collection of mail and data re-order imports.

· Experienced in printing of all orders and liaising with warehouse to ensure that orders were accurate and left in a timely manner.

· Ensured end of month account reconciliation.

ADDITIONAL INFORMATION
Interests:
Enjoy skiing, golf, tennis, watching sports and reading

Licences:
Current Victorian Driver’s Licence
Awards:
Telco Australia National Sales Person of the year 2007 and 2008
REFEREES
Available on request
