Finance Sales Assistant Resume
Faye M. Smith 
321 Walnut Street,
98th Blvd, 
Vicksburg, MS - 39180
Email: faye.smith@email.com
Contact no.: (601) 634-3111
Career Objective:
Looking for a position as an Investment Sales Assistant, where I can skillfully grow and develop my exceptional work abilities, within the framework of a cooperative team, in a dynamic and challenging work surrounding. Willing to help several investment advisors in order to expand the business and sales of the organization.
Career Summary:
Well-experienced and efficient in handling the major financial assets, and responsibly maintained healthy relationship with the international clients. Twelve years of work experience in the investment field, as a Sales Assistant. Awarded for maintaining a high and excellent work performance surrounding.
Qualification:
· Diploma in Organizational and Communicational Skills from Florida University, FL

· Completed Post Graduation in Corporate Accounting and Financial Reporting from San Francisco University, CA in March 2003 - Grade A

· Completed Graduation in General Administration from Scottsdale University, AZ in 2001 - Grade A

· Completed High School from North Scottsdale State High School, in 1998 with Grade A in Commerce

Skills Summary:
· Possess exceptional communicational and interpersonal skills both, written and oral

· Expert in handling different clients and provide efficient service across the nation efficiently

· Capable of looking after the sales and administrative capacity, and maintaining the financial service

· Efficient in supervising the sales record background, and handle the essential CRD requirements

· Competent in handling the major financial and insurance issues that includes life, accident, and health

· Capable of maintaining healthy relationship with potential people in order to meet the financial objectives
Technical and Professional Skills:
· Efficient of handling the credit service for various clients, negotiating with multiple credit unions, maintaining financial services, etc.

· Expert and competent in different Microsoft packages like MS-Access, MS-Excel, and other MS-Office software packages

· Skilled and efficient to work on different platforms like Windows 97, Windows XP, Linux, MS DOS, etc.

· Efficient in varied kinds of foreign languages like Russian, German, and French

· capable of handling the working and operations of the capital, maintaining the monthly audits, compiling the business evaluations, etc.
Work Experience:

Current Employer: Silicon Investment Incorporation

Designation: Sales Assistant (Investment)
(2007 - till date)

Job responsibilities:
· Handled important sales, associated business development work, and maintained the potential financial goals

· Efficiently coordinated with the other team members in order to skillfully handle the logistics department

· Actively participated in enhancing the sales skills, and efficiently improved the industrial publications, etc.

· Handled important firm meetings and essential presentations, as well as looked after varied kinds of clients and prospective events

· Assisted the senior personnel in effectively growing the business, and improving the sales benefits
Previous Employer: International Investment Corporation Pvt. Ltd.
Designation: Assistant Sales Assistant (Investment)
(2006-2007)

Job responsibilities:
· Created and executed the fresh development projects, and handled its associated business and sales reports and spreadsheets

· Maintained healthy relationship with various business delegates for better business development

· Supervised every important sales and financial meetings and presentations, in order to build new client relationship for the organization

· Assisted the senior sale personnel, in planning and designing of the merger and acquisitions negotiations

· Maintained and efficiently supervised the cash flow management and modeled the new working capital
Achievements and Awards:
· Time-honored awards for efficiently handling and maintaining varied kinds of legal documents and important personnel files or documents

· Consistent member and winner of awards for responsibly handling the verification of the new employees and skillfully handling the training sessions

· Awarded for sensitive data entry work, filing legal documents, improving sales strategies, etc. at workplace, in International Investment Corporation Pvt. Ltd.

· Winning team captain of the national level rugby team, Scottsdale

· Awarded with 'Best Sales Assistant Award' for handling the important research work, maintaining the word processing, design the sales portfolios, etc., at workplace, in International Investment Corporation Pvt. Ltd.
Extra Curricular Activities:
· Participated in rugby tournaments at school, inter college, National levels

· Active member of 'Sales Society' for handling different buyers and brokers, improving the sales and purchase ratio, etc.
Mobility and Flexibility:
Willing to relocate anywhere in Michigan and New York
Declaration:
I hereby declare that the above-mentioned information is correct and true as per my knowledge.

(Signature)
Faye M. Smith
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