Lucy Morgan
a: Derby
t: 07700 900771
e: lucy.morgan@example.com
Profile
· Sales administrator with seven years in sales support, following three years in office administration.
· Coordinate quotations, orders and delivery updates for business customers, keeping queries moving through to resolution.
· Comfortable working with sales, purchasing, warehouse and finance colleagues in a busy distribution business.
· Use Sage 200, Excel and Outlook for order records, customer communication and practical sales reports.
Work history
March 2022 – present
Sales Administrator
Derwent Packaging Supplies, Derby
Support three sales representatives and process around 100–140 trade orders each week.
· Prepare quotations from agreed prices and check product codes, quantities, delivery details and purchase-order references.
· Enter orders in Sage 200, confirm stock and lead times, and send acknowledgements to customers.
· Coordinate shortages, amended orders and delivery queries with purchasing and the warehouse, keeping customers informed.
· Introduced a purchase-order check that reduced monthly orders held for missing references from 25 to eight over three months.
· Maintain the quote follow-up list and prepare weekly outstanding-order reports using Excel lookups and pivot tables.
· Resolve invoice queries with finance, maintain customer records and help two new colleagues learn the order process.
September 2019 – February 2022
Sales Support Assistant
Amber Office Products, Derby
Supported a small sales office serving local business customers.
· Processed telephone and email orders and issued confirmations.
· Prepared repeat-order quotations using agreed customer prices.
· Checked delivery progress with warehouse staff and couriers.
· Logged returns and gathered paperwork for credit-note requests.
· Cut overdue returns files from 18 to five in six weeks by chasing missing paperwork.
· Prepared weekly outstanding-quote lists for the sales manager.
August 2016 – August 2019
Office Assistant
Amber Office Products, Derby
Joined after college and developed into a customer-facing support role.
· Answered calls and directed product enquiries to sales colleagues.
· Updated customer addresses and contact information.
· Filed delivery notes and retrieved records for customer queries.
· Prepared product information packs for sales appointments.
· Helped maintain the shared enquiry inbox during busy periods.
· Learned order entry and provided cover before promotion.
Qualifications and training
3 A levels: Business Studies, English Language and Geography | 2016
Excel reporting and Sage 200 order processing — workplace training | 2024
9 GCSEs, including Maths and English at grade B | Derby | 2014
Interests
I enjoy walking, baking and going to the cinema.
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