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	objective

	
	To obtain a position that will enable me to utilize my strong organizational skills, educational background, and ability to work well with people.

	Experience

	
	2012-Present       Acrobat Outsourcing                             San Francisco, CA
Sales/Recruiting/Marketing
· Responsible for handling activities and duties related to customer product information

· Deliver sales presentations/proposals to prospective clients with a successful closing rate

· Responsible for assisting with sales/marketing and advertising campaigns

· Maintain active participation and membership in networking organizations

2010-2011           Better Homes and Garden Realty          Oakland, CA 
Executive Office Assistant/Recruiter
· Responsible for ensuring necessary activities, duties and responsibilities are done promptly and efficiently.
· Respond to and follow up on sales inquiries by telephone and personal visits.
· Liaise and attend meetings necessary to perform duties, aid business and organizational development.
· Operated a variety of standard office machines and variety of computer software, phone, fax and copy machines.
· Maintained a computerized customer and prospect database.

2009-2010          Raphael House                                       San Francisco, CA
Front Desk/Reception
· Answer high volume of calls and maintain rapid response rate according to standards.
· Log information on calls received where required and maintain detailed and accurate records.
· File data and perform other routine clerical tasks as assigned.
· Perform reception duties in efficient, professional and courteous manner.
· 

	Interests

	
	Volunteer at Homeless Connect San Francisco as a Navigator; assisting those in need to their medical appointments.
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