SHEILA FERRUCCI

San Francisco, CA
sheferrsf@gmail.com 

415-412-8317

CAREER HIGHLIGHTS
	Advertising Sales / Local and Majors
	MS Office Suite
	Product Development

	Customer Acquisition Strategies
	Accounts Receivable and Payable
	Contract Negotiations

	Market & Competitive Analysis
	Organize Gala’s and Fundraisers
	Pricing & Proposals

	High-Impact Sales Presentations
	High-Impact Sales Presentations
	Ad Layout


-----------------------------------------PROFESSIONAL EXPERIENCE------------------------------------------------
HSA Calworks
9/11/17 – Current

PST, Clerk/Greeter 
San Francisco, CA
· Delivering  quality customer service, greeting and routing through Calworks services using active listening skills to determine needs of the clients while employing soft skills to help resolve problems and conflicts with the incoming clients
· Use effective communication skills to collaborate with staff to deliver excellent service in a fast paced environment 
· Career planning, interview skills, resume writing, and career goal setting 
· Disseminating information and answering inquiries by communicating with the Calworks clientele, greeting and making their children comfortable, departmental personnel, and other departments to ensure expedient and efficient work flow
· Operating office equipment, including kiosk computers, desktop computers using MS Office operating system , calculators, scanning and photocopying equipment
· Maintain inventory, lifting boxes over 20 lbs to 50 lbs., organization and reordering of all Calworks and Calfresh needed forms and intake packets for clients and personnel in multiple languages 
ARA First Step Home
5/1/14 – 7/16/17

Administrative Assistant 
 San Francisco, CA
· Report Directly to the Executive Director 
· Communicate via telephone, email, written communication, fax, and in person while maintaining confidentiality
· Files, maintains and retrieves documents, records and correspondence in accordance with established procedures; including color code, terminal digit, numerical, alphabetical and/or chronological order using office MS Access, Excel, Word, and Outlook
· Create, design, and implement tables, logs, required forms, postings, and necessary materials needed to meet the California State Laws of the CDHS 

· Organize two large annual fundraisers: “ARA Gala” in September and the “St. Patrick’s Day” dinner in March. 
· Making mathematical computations using addition, subtraction, multiplication and division of whole numbers, decimals and fractions
· Prepare Packets for monthly board meetings, Including; Cover sheet, minutes from previous board meeting, financials, residents length of stay, and activity reports
Using MS Office Suite
· Lift over 50 lbs., picking up donated furniture, performed moving jobs from our “JOB BOARD”.  

· Set up and breakdown tables, arrange heavy items and furniture for our monthly “Garage Sale” fundraisers
Posh Limousine, LLC. 
7/12/15 –9/10/11
Limousine Driver 
Daly City, CA
· Superior driving record and skilled in operating limousine town car sedans and SUV’s

· High ability to perform all job functions with accuracy and speed

· Excellent communication skills and ability to predict and meet clients needs and preferences

Warehouse Shipping and Receiving Clerk
10/2007 – 12/2011 
Prestige Optics
San Francisco, CA

· Warehouse Operations management
· Managed system inventory data and performed routine audits to maintain inventory and data integrity
· Execute targeted objectives

· Skilled in   of fork lift
· Dedicated team player, training and support

San Francisco Examiner, Independent Newspaper Group & AsianWeek
4/1998 – 8/2004
Senior Account Executive, Advertising Sales
San Francisco, CA
· Sold print advertising space to local and major retailers  
· Increased sales revenue with an average annual growth of 42% over goal

· Execute targeted objectives

· Highest key client retention
· Dedicated team player, training and support
Account Executive, Advertising Sales
10/1995 – 4/1998
Kozack Publishing Company 
San Francisco, CA 

· Sold print advertising to local retailers for two newspaper publications
· Consultative/ Solution sales
· Exceed targeted monthly sales goals
Selected Achievements:

· 1999 - CNAEA, California Newspaper Advertising Executives Association, Independent Newspaper Award, "Most Creative Telemarketing Special Section Ad Design", for 1999 SF/SPCA Animal Wingding Street Fair Tabloid, "Pet Directory"

· 1999 - Independent Newspaper, "Certificate of Sales Recognition", including Dollar Bonus for Most Dramatic New Account Territory Growth

· 2000 - CNAEA, California Newspaper Advertising Executives Association, "5-Star Award", Outstanding Contributions to Advertising Objectives with Independent Newspaper Group

· 2001- CNAEA, California Newspaper Advertising Executives Association, "5-Star Award", for Outside Sales Executive of the Year with the San Francisco Examiner and Independent Newspaper Group

EDUCATION
COMPUTER SKILLS

Completing AS in Business and Marketing
Proficient in MSOffice Suite 

CCSF, San Francisco, CA
Adobe InDesign and Canva
