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School

765 Belle Fleur Blvd
1432 Ramdon Dr.

New Orleans, LA 70113
Lafayette, LA 70504

(504) 312-9504
smanches@ulal.edu

smanches@cajun.net


Education

Bachelor of Arts in Biology, University of Louisiana, Lafayette LA
(1988)


Minor: Marketing
GPA: 3.0 / 4.0


Awards and Honors:
President of Panhellenic League





Homecoming Queen


Computer Skills: 
MSWord

PowerPoint

Excel





Database Research
LAN File sharing
Internet File sharing

Employment History

Field Sales Representative
Fisher Scientific Instruments, New Orleans, LA
(January 1992 – Present)

Contacted customers and explained the features of Fisher’s line of laboratory instruments, including:

· physical therapy products, such as ligament extenders and range-of-motion products.

· medical instruments, such as laser surgery products and orthoscopic materials.

Regularly met or exceeded Fisher’s quarterly sales goal for each of its representatives of $250,000.  

Customer Service Representative
Fisher Scientific Instruments, New Orleans, LA
(December 1990 – December 1991)

Answered phone calls from customers regarding delivery, quality, or operation of Fisher’s laboratory instruments.  Responsible for responding to customers questions in writing. 

Administrative Assistant to Vice President of Marketing
Medical Electronics Inc.



(September 1988 – May 1990)

Served as the administrative assistant to the Vice President of Marketing of the second largest medical electronics provider in Louisiana.  My duties included:

· Compiled monthly sales reports, using figures provided by field sales representatives. 

· Conducted numerous market research activities, including web-based research, primary surveys of customers, and statistical analysis of market data.

These projects necessitated the use and integration of MSWord, PowerPoint, Excel, online Database access, LAN File sharing, and Internet File sharing.

Tour Guide
New Orleans Convention and Visitors Bureau, New Orleans LA
(May – August 1984 – 1988)

Led tours of New Orleans over the summer for groups of tourists from around the world. Groups ranged from 5 to 25 individuals.  During my fourth consecutive summer of employment, I also trained new guides and prepared a new fact handbook, which was subsequently adopted as the standard tour booklet of the Bureau.

Part-Time Admissions Clerk
University of Louisiana, Lafayette LA

(September – May 1984 – 1988)

Worked 15 hours a week in the admissions office while attending college.  Duties included filing, processing applications, and corresponding with high school students and administrators.
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Robert Half International Inc.

10002 Princess Palm Avenue

Suite 340

Tampa, FL 33619

Fax: 812-626-4932

Subject:  Application for Inside Medical Sales Professional (Requisition Number 351098)

I wish to apply for the Inside Medical Sales Professional position advertised on jobs.careermosaic.com, which I accessed on February 24, 2000.  As my enclosed resume suggests, I believe my experience with medical equipment sales will allow me to apply my proven telephone marketing and communication skills to your well-established organization.

Four years of sales and marketing experience in the medical instrumentation industry has proven to me the importance of working closely with both the customer and the manufacturer.  Most of the phone calls I received as a customer service representative for Fisher Scientific related to the customers’ concerns for the efficacy and maintenance of Fisher’s products, a concern I eventually was sure to address constantly as a Field Sales Representative for Fisher. In the highly competitive market of durable medical products, I’m sure you will agree that these skills are essential to possess as a sales professional:

· Exceeded sales goals of $250,000+ per quarter regularly as a Sales Representative for Fisher Scientific Instruments, selling durable medical products such as physical therapy products and medical instrumentation.

· Utilized a professional phone manner through constant interaction with customers and clients as a Customer Service Representative for Fisher Scientific Instruments, usually managing over 30 phone calls daily.

· Developed excellent communication skills while leading international tour groups of 5 to 25 individuals as a tour guide for the New Orleans Convention and Visitors Bureau.

· Evaluated and analyzed a variety of marketing and administrative details, including the collation and synthesis of market research, as the primary administrative assistant to the Vice President of Marketing for Medical Electronics Inc.

My educational experience in biology has allowed me to talk with medical professionals about the specific applications of medical products, which in turn has allowed me to sell more products as well as meet the needs and desires of these customers better.  I am extremely eager to offer these marketing and communication skills to a medical sales company such as yours.

I hope you will give me the chance to talk with you personally about how I can benefit your company’s team of sales representatives.  You can reach me in the evening at the home phone number listed on the enclosed resume (504-312-9504), or you may leave a message there during the day.  I may also be reached regularly via my email account: smanches@cajun.net. I look forward to hearing from you and to discussing further this position and the contributions I can make to your team.

Sincerely

Sylvia Manchester

Class

Note well that Sylvia does not have a person’s name or the company’s name to which she is applying.  Be sure to try and find these things out and incorporate them appropriately in your CL.
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Here’s the AD:

Sales

Title      INSIDE MEDICAL SALES PROFESSIONAL 

Location      Tampa, FL 33619, USA 

Description     Inside Sales Professionals needed for this well-established company in East Tampa/Brandon area. If you have a background in Physical Therapy/Sports Medicine or Medical Insurance Customer Service this is an excellent career track opportunity. This company is seeking to hire 4 top people to effectively sell their Durable Medical products. Great Benefits that include beautiful working environment, open ended   earning potential ...first year $33K-$40K total compensation package. Base + commission, extremely lucrative package...no one on team currently making below $33K, many close to $40K total earnings for 1st year. 

     Please contact us - Address: 10002 Princess Palm Avenue, Suite 340, Tampa, FL 33619

     Phone: (813) 623-6832

     Fax: (812) 626-4932

     Person will be doing inside sales. Durable Medical products. Must have great phone presence, good communication skills, detail oriented  with strong desire to succeed! If you are looking for a great company to move you forward professionally that offers a great training program we want to speak with you now.

     Please fax, phone or email your resume today.

     Phone: 813-623-6832

     Fax: 813-626-4932

     Email: Sandra.Garrett-Hutto@rhii.com

     Never A Fee to you. Company is expanding due to growth! 

Requisition Number  351098

