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PROFESSIONAL SUMMARY

Customer and account services professional with extensive management, sales administration and support (CRM), and staff development/training experience seeking a leadership role.  Motivated supervisor and team player with consistent record of achievement in departmental objectives, delivery of exceptional, quality customer service, and boosting operating efficiency contributing to revenue growth.

EMPLOYMENT HISTORY


TWINLAB CONSOLIDATED CORPORATION   Senior Sales Administrator | Boca Raton, FL | June 2016 - Present
· Manage and coordinate all sales support functions for the national distribution channel of large-scale manufacturer of vitamins, minerals, and nutritional supplements.
· Prepare and disseminate reports, records, and required documentation to customers and field sales personnel.
· Oversee order processing functions, special projects, and customer management interface through vendor portals.

UNIVERSAL PHOTONICS, INC.  Director, Account Services | Central Islip, NY | August 2007 – January 2016
· Hire, train, manage, and direct staff of representatives in all phases of customer service including order entry, customer quotation, problem resolution, product returns, sales support, and shipping for manufacturer/distributor of resurfacing materials and industrial supplies.
· Coordinated and transitioned the division to a new, full-scale electronics resource planning program (SAP) for all customer service related functions as a designated “key user” for system implementation.
· Oversee and develop, as a member of the upper management team, systems to ensure order processing consistency, achievement of performance standards, coordination of company objectives, and maximization of operational goals. 
· Oversee dissemination of sales statistics, records, and service data for outside sales team by working with finance, sales, operations, marketing, warehouse, production, and purchasing divisions to prepare, develop, and advance procedures for recording, monitoring, and improving account-related data collection and system information.
· Complete internal and external special projects, report requests, and monitoring of customer activities suggesting new alternatives and process improvements to service accounts more efficiently.

TELCO CREATIONS, INC   Production Coordinator | Hicksville, NY | March 1998 - June 2007
· Managed and coordinated new product planning and manufacturing, including packaging, creation of operating instructions, and quality control evaluation for seasonal novelty and animation supplier, working with company ownership, design team, and sales staff to bring unique products to market.

WORK EXPERIENCE PRIOR TO 1998

THE WIZ:    General Manager                                                                                                                                   
JG SALES:  Owner/Operator (Self-Employed Manufacturer’s Representative)                                                    
NYC Health and Hospitals Corporation:   Director of Statistical Services                                                            

       SKILLS

Microsoft Office Suite ▪ SAP SME ▪ DEACOM Sales Order Management ▪ Great Plains ▪ Exceptional Interpersonal Abilities
 
EDUCATION

MASTER OF PROFESSIONAL STUDIES DEGREE Healthcare Administration 
C W Post Center LIU                                                                                                  
Old Brookville, NY 

BACHELOR OF ARTS DEGREE Interdisciplinary Social Sciences
SUNY at Stony Brook
Stony Brook, NY
