
TRACY FLINT
1152 Palmview Dr Daytona Beach FL 32117 • (386) 235-4323 • tracyflint2017@yahoo.com 
PASSIONATE ADMINISTRATIVE ASSISTANT
Sales Assistant • Customer Service Assistant • Customer Service Coordinator • Sales Coordinator

Data Entry • Administrative Services • Communication Management • Increased Sales

WORK EXPERIENCE
Proctor Financial/Brown and Brown                                                         Oct. 2022 -current


Loss Draft Department
· Mortgage claims

· Entering request for inspections 

· Data Entry

· Inbound calls/some return calls
Perry’s Ocean Edge, Daytona Beach Shores, FL 
March 2021 - May 2022 

Sales Coordinator
· Provided daily proactive administrative support for the Sales Manager.

· Managed communications, including telephone inbound/outbound calls, meeting planning, email, transferring correspondence, and processing and tracking invoices for payments.

· Participated in daily training on companies’ programs and procedures to increase sales.

· Performed a conclusive solving of guest complaints and requests.
Holiday Inn & Suites, Daytona Beach, FL 
May 2010 - March 2020 
Sales Coordinator
· Increased sales by 5% by updating daily, weekly, and monthly partner sales figures, an increase from the previous year in any given month.

· Maximized sales 75% by upgrading groups with food and beverage.

· Served as a Hotel Group Sales (Assistant Sales Manager) booking rooms and events. 

· Provided daily proactive administrative support for the Director of Sales.

· Delivered the main correspondence for high-volume communications inbound and outbound telephone calls, great responding to email messages and phone messages in timely matter.

· Achieved high customer satisfaction on complaint resolutions, reducing negative reviews and fees associated with negative evaluations. 

· Negotiated pricing for groups, while ensuring continuation and enhancements of services.  
Prior Experiences: Daytona Beach Shores Chamber, Director; Florida Power Light, Collections
EDUCATION
HS Mainland HS 1981 Graduated

Daytona State College, Daytona Beach, FL Certificate in Business Administration
TECHNOLOGIES, CERTIFICATIONS, & AFFILIATIONS

Technologies: 

Opera, Salesforce, some Delphi, Publisher, Outlook, ADP, Basic Excel hotel required, Word, Analysis skills, Windows
Certifications: 
LinkedIn Learning Certificate of Completion, Developing Your Emotional Intelligence 
Affiliations: 
Member of American Legion and VFW (Veterans of Foreign Wars) 


