Marshia Kastner
301 Cuchara Street - Denver, CO  80221-3699

Home/Message:  (303) 428-7126  Cell: (303) 941-7258
marshiamello@comcast.net
	Expertise

	Account & Office Management/Leads Sourcing / Market Research/Interviewing / Filing Systems / Office Manuals / Part-time/Full-time Career Placement

Sales and Service / Proposal Writing / Proofing & Editing / Database Entry and Oversight  

Event Coordination / Multiple Team Priorities / Contract Negotiations/Bidding /Securities & Exchange Filings / Import/Export Shipping/ Domestic Travel Coordination
Deeds/Wills/BOD & Committee Minutes 


Profile

· Domestic and international sales arenas

· Business writer, editor, and designer of events, promotional gifts, corporate identifiers, newsletters, journals, biographies.   

· Corporate Tele-Marketer/Fundraiser/ Market Researcher 

· Assistant Retail Manager and Business Owner 

· College level career recruitment activities and part-time job placement

· HMO group purchasing and bid development for hospital association

· Membership secretary to San Diego Hospitality Executives Association

· Legal Assistant: Securities/Corporation & Personal Injury Attorneys/Million Dollar Roundtable Insurance Broker

EXPERIENCE
Warwick International Hotels – Executive Assistant to Vice-President Sales & Marketing – Denver, CO 4/07 to 6/13.  In support of the Vice President, Sales & Marketing for an international collection of over 50 member and affiliate member hotels:

· Assisted team of sales managers, IT, VP Legal and Finance; HR Directors, and corporate officers with special projects via Outlook, Adobe Professional, Excel and Word. travel logistics for key executives and consolidated expense reports; escalated unresolved issues to appropriate parties including business and customer service managers as needed, assisted in global and industry meetings; fulfilled literature requests, typed letters, spec documents, sales flyers, drafted budget and project related spread sheets and agendas and minutes group meetings, risk management, HR conference calls.  
· Compiled consolidated monthly reports for President and other key executive officers of the corporation related to consortia and hotels revenue. 
· Prepared check requests and POs through signature process for payment processing; assisted with Pegasus commission payment processing returns and other sales and marketing administrative tasks and key functions to promote and maintain the Warwick International Hotels brand identity.
ENGlobal ENGINEERING – Executive Assistant, Engineering - Broomfield,  CO 8/06 to 11/06 
(Temporary Contract Position)
· Performed all project related administrative activities including:  transmittals, correspondence, requisitions, purchase orders and tracking, assignment of job numbers, invoice coding, invoice reconciliation, review and follow-up, time sheets, expense reports, expedited requisitions, filing, word processing, spread sheets, overnight packages and travel arrangements for engineering staff.

HI

GLOBAL PACIFIC PROPERTIES (real estate management company) – Real Estate Assistant 

Centennial, CO 3/06 to 7/28/06 (Temporary Contract Position)
· Assisted V-P Real Estate Management/Assistant Manager with tenant relations,  maintaining and deactivating property files, assisted property managers with tenant social and emergency preparedness event coordination, developed parking data base for GP properties,  recorded engineering meeting minutes, assigned engineer’s work schedules, handled emergency calls from tenants in accordance with established procedures.

WASHINGTON GROUP INTERNATIONAL (an international engineering firm) – Senior Secretary Industrial Process Division - Denver, CO 10/05-2/06 (Temporary Contract Position)

· Edited engineering specifications for common sulfur plant in Qatar; arranged catered functions, scheduled engineer’s travel to Canada, the U.S, and the UAE and to WGI offices in Bucharest; volunteered on committee for annual children’s holiday event.

CHEM-REAL INVESTMENT COMPANY (an international commodities brokerage) – Export Marketing Administrator/Executive Assistant to CEO/Owner - Denver, CO 1997-3/2005

· Analyzed and compared marketable rate of goods, services and freight to assure company growth and profit. Negotiated, managed and proactively sourced trade contracts.  Increased corporate visibility via outlook and fax correspondence, brochures, presentations and supplementary materials conception.  (NOTE:  COMPANY NO LONGER IN BUSINESS)
PRA DESTINATION MANAGEMENT SAN DIEGO (a travel/tour management company) - Resource Coordinator - San Diego, CA 1987-1995

· Developed day and evening activities and theme events for associations, Fortune 500 companies, wholesale houses and meeting planners with comprehensive event planning and coordination function, including determining attendees, flow of information to attendees, equipment, staffing, catering, location, décor setup, entertainment, etc. for varied San Diego attractions and venues.  Met multi-million dollar sales goals and PRA awarded staff with all-expense paid 5-day incentive trip to Hawaii.
· Prospected venues, gift and incentive marketing companies and service vendors establishing a binder resource library for sales and operations use.
· Prepared sales and company minutes, proposals and correspondence with attention to detail and urgency.
TOWN & COUNTRY HOTEL & CONVENTION CENTER (Atlas Hotels) - San Diego, CA 1981-1987 - Office Manager Convention Sales - Membership secretary to San Diego Hospitality Executives Association

HOSPITAL COUNCIL COORDINATED PROGRAMS - San Diego, CA 1977-1981 - Executive Secretary to Director Group Purchasing 39 Member Hospital Association
CALIFORNIA MEDICAL PLANS - San Diego, CA  1975-1976 Executive Secretary to Director Developing HMO
METROPOLITAN STATE UNIVERSITY - Denver, CO 1969-1975  Executive Secretary to Vice President of Facilities Design for the Auraria Campus and Dean of Student Services and Career Placement Services
Qualifications
Intermediate to Advanced Microsoft Office Suite 2007-2010 (Word/Excel/PowerPoint), Act/Nexus database entry and report generation, Transcription, Internet sourcing - Netscape/Outlook E-mail systems, Adobe Office Professional, Typing/Shorthand –70-90 wpm; Colorado Notary, Office Manuals and P&P revisions, Office Equipment (Fax, Copiers, Scanner, Spiral Binding; Skype, Appointment Scheduling); Mail merge via Word/Excel/Nexus database lists management; Event set-up and participation; Writing; Telecommunications Sales; Seller/Buyer Sourcing, Contract Mediation and Compliance with International Banking and  Freight Forwarding Documents, Gift basket design and creation; Website creation using godaddy.com online template; Simple Tax returns and complex budget workbooks, basic bookkeeping principles

Part-Time / Volunteer Activities / Accomplishments
· Telemarketing Promotions and Sales / Market Research  – Holiday Inn, Special Olympics sponsored magazine sales, AT&T, MCI & Worldcom, Luth Market Research – 2 Years

· Assistant Retail Manager - Hickory Farms – Seasonal - 2 Years

· Reseller -  Antiques, Collectibles and Household Goods (Personal Business) – 8 Years

· Volunteer/Committee Member -   Northglenn Chapter American Cancer Society Relay for Life – 3 Years
· Creator/Editor/Publisher/Marketer Wisdom Fire - a woman’s interest newsletter with life essays and  uplifting stories for the “Child at Heart” - www: sandpaperhousepublishing.com (in concept stage) 







Education

Colorado State University, Ft. Collins, CO – 
Human and Social Sciences prerequisites with business-related electives
