Suzanne M. Veto, CSP
P. O. Box 5475

Elgin, IL. 60121

Phone:  (630) 251-8569

OBJECTIVE: 

To obtain a position in sales, where my experience, customer service skills, and motivation will be an asset to your business, as well as my future.

EMPLOYMENT

2003 - Present                                  Von Maur Department Store                  St. Charles, IL 

Department Manager                      January 2003 - Present

· Lead a team of employees, focusing on superior customer service

· Merchandise effectively to increase sales within the department

· Serving the consumer as a personal shopper to fulfill all their needs

· Communicate with buyers on a weekly basis

· Compile reports for sales, payroll, accounts, staffing, etc.
2000–2003                                    Sheep Vacations, Ltd.                                   Batavia, IL 

   Luxury Travel Consultant          February 2000 – January 2003
· Established personal clientele, while assisting in selecting destinations, flights, resorts, and amenities to suit their particular requirements
· Arranged group cruises, including, but not limited to, contacting the appropriate vendors, processing payments, invoicing clients
2000-2002
                              
         Kenneth James Builders                         Northbrook, IL





                  Sales Manager                       January 2001 – January 2002

Sales Associate                            April 2000 – January 2001
· Effectively using “hot buttons” to help prospects envision their perfect home

· Prepared quotations for prospects with special requests for custom pricing

· Performed follow-up telephone calls to establish a sense of urgency

· Utilized my customer service skills to turn prospects into buyers

· Prepared contracts for single-family residential purchases

· Assisted purchaser in all mechanical and finish selections

· Worked closely with lenders obtaining financing, appraisals and closing figures for buyers

· Acted as a liaison between marketing, purchasing, construction, warranty, and upper management

· Chose floor plan, elevation, lot, options and color sections on all spec homes, according to market research

· Trained new sales associates
· Utilized Microsoft Word, Microsoft Excel, Accuterm, and Buildware, as well as company email
	      1999-2000                                              Veto Enterprises, Inc.                Sycamore, IL

                                                                 Customer Service Associate                 September 1999 – April 2000
· Served as a liaison between potential clients and Sales Manager
· Assisted Office Manger in duties including accounts receivable, accounts payable

· Maintained out of state customer relations

· Arranged transportation for out of state vehicle pickups/deliveries
· Kept efficient records of all vehicles and inventory

                      1986-1999                                             Dominick’s Finer Foods            St. Charles, IL

                                                              Customer Service Manager           February 1997-September 1999

Orientation Trainer                                           June 1991-February 1997
       Customer Service Clerk                              January 1987-February 1997

  Utility Clerk/Cashier                                        May 1986 – January 1987
· Interviewed and hired new employees, and established schedules for 65 front-end employees
· Educated employees on new policies, promotions, and special events, while effectively maintaining composure in defusing problem situations
· Instilled certain expectations of quality in others in a persistent and tenacious way
· Responsible for opening and closing store, and often manager in charge of the store
· Provided accurate sales projections weekly for all departments
· Used cost-effective approaches on payroll and overhead expenses
· Provided and implemented superior customer service on a consistent basis, with all employees and customers
· Processed payroll weekly for over 250 employees
· Trained all new employees for twelve surrounding stores
· Provided training in areas such as safety, sanitation, store layout, company policies, rules, and regulations
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EDUCATION

April 2005
 
              Successfully completed Certified New Home Sales Professional Course
December 2001                        Brian Tracey Seminar                           Rosemont Convention Center
September 1985 – June 1987    Mid-Valley Vocational Center                                Maple Park, IL

June 1987                            Burlington Central High School Graduate                Burlington, IL


