Anne Cunningham
Enfield, CT 
annec2064@gmail.com 
860-597-7265 
Motivated, versatile individual with excellent organization and analytical skills. Strong work ethic, positive attitude and operates effectively in both leadership and team roles. Readily accepts new and additional responsibilities, learns quickly and able to apply new skills to improve quality and efficiency in the work place.  **gap in employment in 2016, worked temp assignment and waitressing.  
TECHNICAL EXPERIENCE:
 Microsoft PowerPoint, Microsoft Outlook, Microsoft Word, Microsoft Windows, Microsoft Excel, TipQA/CRM Development, Act, Lotus Notes, Kronos payroll system, ERP system, Sales Logix, Paradox, Administrative Assistant, Quality Administrator, Administrative, Sales, Marketing, 10-Key, SAP 
Work Experience
Customer Care Rep – Eppendorf – Enfield, CT
August 2019 - Present
· Generate eCRM cases for all calls to document customer concerns
· Work with internal customers to coordinate the best possible experience for the end user
· Maintain busy phone que

Customer Service Specialist - Lenox / Stanley Black & Decker – East Longmeadow, MA
December 2016 to August 2019
• Working in SAP and Salesforce.com to key custom-made band saws and tool orders  
• Attention to detail is vital  
• Phone and e-mail communication with customers to ensure accurate orders and delivery 

Executive Administrative Assistant / Quality Administrator GKN AEROSPACE – Manchester, CT 
July 2011 to April 2016 
• Have been fortunate to work in different aspects of this 3-shift machining and administrative facility  
• Duties included all things administrative to the COO, assist with HR tasks and main admin to the Quality Dept  
• Most recently has had the pleasure of implementing a new QMS in two of our New England shops  
• 100% hands on this project from setup, executing and training the trainers 

Registered Planner Assistant INTEGRATED FINANCIAL PARTNERS, INC - Glastonbury, CT 
July 2007 to July 2011 
• Was an administrative assistant to a busy, successful registered financial planner  
• My duties include, but are not limited to, opening new accounts, tracking of the transfer of assets, scheduling client / prospect meetings and preparing reports for those meetings
• Responsible for all administrative tasks associated with client service related issues, including speaking with clients to answer their questions and providing help on an "as needed" basis  
• Work in a fast-paced environment, where prioritizing what needs to be done, and then accomplishing it in a timely manner  
• Calls per day 50 in an office environment

Sales Support STRATEGIC INFORMATION RESOURCES - Springfield, MA 
2006 to 2007 
• Provide high quality customer service and sales coordination for new and existing clients  
• Support all SIR clients in Experian Credit Reporting, Special Reporting and Business Credit  
• Provide coaching to inside sales staff and/or other sales support functions to optimize service impact and maximize cross-selling opportunities to existing account base  
• Taking support calls for management/sales people 20 calls per day

Administrative Assistant AUTOMATIC DATA PROCESSING - Windsor, CT 
2005 to 2006 
• Individually support 20 District Managers and 3 Sales Executives for Major Accounts Sales Division 
• Heavy computer skills and phone interaction with clients and prospects and internal customers  
• Office management in assisting sales make monthly quota, ordering supplies, organization of contracts and sale orders 

Account Manager J.H. HARLAND COMPANY - Enfield, CT 
1999 to 2004 
• Clients included major financial institutions requiring set-up and ongoing maintenance of checking programs and other financial documents  
• Guide Sales Executives, Marketing, Contract Administration, IT, Operations in developing and executing successful and profitable plans for clients  
