
Sample Inside Sales Representative Resume
Career Summary
Customer service driven inside sales representative with over seven years of inside sales experience working for various ferrous and non-ferrous metal fabricating companies which serviced both Tier 1 & Tier 2 automotive and non-automotive customers.
Employment History

Steel Industries (Division of Ameriforge), Redford Township, Michigan (2007 – 2009)
Inside Sales Representative
· Processed quotations by checking material availability and sent responses using a UNIX system.
· Coordinated with other departments (quality, metallurgists, production etc.) relative to quotation feasibility.
· Answered incoming sales calls and qualified them.

Ken-Mac Metals, Detroit, Michigan (2006 – 2007)
Inside Sales Representative
· Supported two outside sales representatives by internally handling quality/delivery/payment issues.
· Entered in new orders from customers (email, fax and phone) for processing using an AS400 system.
· Practiced Lean Manufacturing in sales office and participated in weekly audits and meetings.
· Communicated with customers utilizing phone and email using Microsoft Outlook.

Trade Electronics, Shelby Township, Michigan (2005 to 2006)
Exclusive Global Sales
· Marketed Trade Electronics computer hardware products to re-sellers and custom computer shops.
· Utilized company provided leads as well as cold calling efforts utilizing the web to obtain possible leads.

Universal Tube, Rochester Hills, Michigan (1999 to 2005)
Inside Sales
· Processed new quotations from customers by coordinating with co-workers to obtain pricing.
· Used AS400 system in order to calculate the piece price for new quotations.
· Managed several customer accounts and internally releasing new prototype and production orders.
· Maintained customer production files by properly stamping old prints and quotations obsolete.
· Reviewed customer purchase orders and contracts for correct pricing, tooling and/or minimum orders.
· Coordinated with engineering relative to 3D models that required conversion to AutoCAD 2000 for quoting.
· Coordinated with engineering relative to blueprint revision changes received from customers.
· Answered incoming sales calls and qualified them.
· Participated as an internal quality auditor for QS9000.
· Updated shipment versus forecast monthly report and weekly open tooling orders using Microsoft Excel.
· Verified weekly print revision level utilizing customer’s web portal using Microsoft Excel.

Cintas Corporation, Madison Heights, Michigan (1997 to 1999)
Sales Assistant
· Supported seven outside sales representatives (typing of proposals using Microsoft Word, routing of leads and uniform samples for sales presentations).
· Entered in new sales orders for processing.
· Answered incoming sales calls and qualified them, then routed to appropriate outside sales representative.
· Maintained internal prospect database by updating contacts and information and adding of notations.
Education
Certificate of Completion, CNC Basic Operator
Macomb Community College – Warren, Michigan
Associate of Applied Science, Word/Information Processing Specialist
Macomb Community College – Warren, Michigan

