REGINA BROOKS GODSHALL

504 Sundown Rd.
Knoxville, TN 37934
(865) 318-9957
gumby_1975@yahoo.com
OBJECTIVE

To impact the profitability of a progressive organization by contributing sales, customer service, and administrative experience.

SUMMARY

Background includes sales, customer service, and administrative experience gained through service in retail, business-to-business, and government environments. Offer the following skills and abilities:

· Communication skills for interacting with people at all levels.  Strong ability to professionally represent a company to its customers, vendors, and the public through ongoing support and problem resolution.

· Ability to establish a professional rapport with prospects, earn their confidence, and develop mutually beneficial associations.

· Understand the importance of providing top levels of service to ensure client satisfaction, retain client loyalty, and generate repeat business.

· Will draw from prior experience in sales and administrative environments to benefit the productivity and profitability of an organization.

PROFESSIONAL EXPERIENCE

OAK RIDGE NATIONAL LABORATORY, Oak Ridge, TN, May 2022 – present

Administrative Assistant. Responsibilities include providing administrative support for multiple group leaders and staff, backup support for other administrative assistants and Division administrator in the event of absences, calendar and email management, action item tracking, event planning, document control, indexing and formatting division SharePoint site, document editing and review, coordinating foreign and domestic travel, processing division clearance requests, handling all aspects of interview process for potential candidates, assist in onboarding and training of new-hires, processing orders for equipment maintenance, PPE, and laboratory supplies or chemicals.
CENTRIWORKS/THERMOCOPY, Knoxville, TN, May 1999 – May 2022
Administrative Assistant. Responsibilities include accounts payable, accounts receivable, equipment billing, preparing customer proposals and thank-you letters for Account Executives, sales reporting, equipment purchasing and receiving, scanning and digitally indexing documents, establishing and maintaining Managed IT and VOIP contracts and billing, and providing support for multiple positions in the event of an employee absence.  Strengths include ability to maintain an organized environment and perform multiple tasks simultaneously.  Handled all equipment purchasing and billing during company growth from eleven million dollars to nearly seventeen million dollars per year. 
US LEC, Knoxville, TN, May 1998 – May 1999


Sales Office Coordinator. Responsibilities include new office set-up and management, receptionist duties, preparing
proposals for Account Executives, providing reports for Account Manager, and research and development of business plans

for corporate entry into potential markets in the telecommunications industry.

BELLSOUTH MOBILITY DCS, Knoxville, TN, August 1996 – May 1998

Administrative Assistant. Responsibilities include equipment billing, accounts payable, accounts receivable, inventory ordering and receiving and inventory reporting for multiple locations.

Retail Sales Representative. Responsibilities include maintaining monthly quotas in sales of wireless communications services, cash handling, customer service and troubleshooting, and providing paperwork in a timely and accurate fashion.

EDUCATION

Tusculum College, B.S. in Organizational Management, 2008
