JANE DOE
555 Main Street  •  City ABC, State ABC  •  12345  •  000.555.555  •  doe@email.com


CAREER OBJECTIVE

A dynamic individual with proven sales performance seeking inside sales position with an organization where demonstrated selling and closing skills can lead to increased sales, market share and profitability.
SUMMARY OF SKILLS & ACHIEVEMENTS
	Sales
	Doubled dry goods sales.  Achieved highest wine sales and Wine Club recruits and increased territory sales by 20%.  Developed strong relationship and loyalty with customer base.  Strength in up selling.

	Personal
	Creative problem solver with excellent communication and presentation skills.  Good listener, assertive, optimistic, and ethical.  Able to quickly identify needs and generate enthusiasm.  

	Management
	Extensive experience interviewing, hiring, training, evaluating, rewarding and firing staff.

	Awards
	Received trips to State ABC (1995 and 1996) for volume sales increases.  Recognized for top monthly sales (1993 - 1996).  Received bonus for establishing a new, highly profitable position.

	Organization
	Strong ability to prioritize tasks, plan an effective itinerary and work well under pressure.  Minimal supervision required due to strong self-discipline.  Prepared daily, weekly and monthly reports and yearly budgets.  Operate office out of home.

	Advisor
	Assist and advise other departments plan and coordinate events and club membership sales.  Help peers, managers, and owners design and print wine and spirit menus.  Travel with wine & spirit suppliers and winery owners to present their wines to accounts.

	Technical
	Windows XP, DOS, Microsoft Publisher, Excel, Works, Word Access, Adobe Photoshop, and Project. Fast and accurate typing.


WORK EXPERIENCE
COMPANY ABC – City ABC, State ABC
May 2000 – present

Assistant Director of Special Events.  Plan and execute events.  Work with chefs, rental companies, limousine services, florists, B & B’s, hotels, staff and winery department heads.  Wine Club Manager.  Established a new department, policies and procedures, and a new computer system.  Design and plan events for club members.  Responsible for budgeting, employee commissions, newsletter content, wine shipment content, pricing, specials, warehouse inventory, member database and a 30,000 mailing list database.  Assist with website design and content for specials.

COMPANY XYZ – City XYZ, State ABC
Jul 1999 – Mar 2000

Hospitality Manager responsible for Tasting Room sales of wine, Wine Club, ordering and sales of dry goods, customer relations, training, inventory management and monthly calendar, with shipping, telemarketing and database support.  Worked with B & B operators, trade shows, and distributors and their salespeople.  Taught Wine Basics Class.

COMPANY DEF – City DEF, State ABC
Oct 1996 – Jun 1999
COMPANY GHI. - City GHI, State GHI
Sept 1993 – Sept 1996

Responsible for sales in restaurant, hotels, country clubs, sports bars, brew pubs and retail stores in an upscale, coastal territory.  Developed and increased awareness of varietals, and achieved monthly quotas through securing wine lists and “By the Glass” programs.

COMPANY JKL. - City JKL, State JKL
Jul 1987 – Sept 1993

Assistant Manager responsible for inventory control, ordering, new employee training and bartending.

EDUCATION
ABC College, City JKL, State JKL   1989
XYZ College - City JKL, State JKL   1988

Accounting, Psychology, General Studies
References and Additional Information Available Upon Request


