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EDUCATION
Christopher Newport University -- Newport News, Virginia 
Bachelor of Arts degree (May 2010)
Major: Philosophy 
Minor: Business 

ADMINISTRATIVE AND MARKETING EXPERIENCE

Tactical Office Solutions (TOS) -- Newport News, Virginia 
Account Manager/Administrative Assistant (2010 to 2012) 
• Maintained up-to-date data entry for product inventory, current orders, and profit/loss using DDMS Business Management System
• Worked closely with government and military agencies including the US General Services Administration (GSA)
• Gained understanding of and experience working with SBA 8(a) and Navy BPA certifications
• Oversaw sales of office furniture, work stations, and office space design to government, military, and commercial facilities
• Exhibited excellent communication skills by effectively articulating the client's requests to the workspace designer, and by continuing to work with the designer and make adjustments to meet the client's needs
• Sold a customized office workspace and managed the logistics of the instillation process
• Built a customized TOS website marketing my personalized sales services to potential clients, by using pictures of TOS products/office designs, and by describing the importance of ergonomics in employee health/productivity
• Designed and created personalized marketing materials, such as post cards and brochures, to be sent to local offices/potential clients
• Organized product descriptions, samples of color schemes/product materials, and final office designs for the client of a multi-million dollar project, then compiled the information in several binders to be presented for the final proposal

ENTREPRENURIAL EXPERIENCE

The Global Trade Network LLC -- Harrisonburg, Virginia 
Owner and Creator (2012 to Present)
• Started and successfully managed an online-based eBay retail business, which included the sale of software, instructional videos, books, DVDs and Blu-Rays, posters, games, etc.
• Developed and executed a business plan to obtain and create products for the online store, plan the future growth of the business, arrange the logistics and shipping of products, and acquire a storage unit to organize product inventory
• Independently managed records and finances of business for accounting and tax purposes
• Created a personalized business system to organize direct involvement in inventory management, accounting, profit/loss, sales records, and ROI through the use of Microsoft Excel spreadsheet software
• Provided friendly customer service and timely responses to the needs and questions of clientele via e-mail
• Effectively coordinated with an experienced music instructor, graphic designers, and a production company to create an instructional DVD teaching beginner guitarists how to play acoustic guitar, and developed this product to be sold online
• Created, developed, and sold additional products in online store, mainly consisting of instructional videos on topics such as acoustic guitar strumming, vocal lessons, and instrumental jam tracks to aid beginning musicians in solo improvisation


Christopher Newport University (CNU) - Newport News, Virginia
Business Minor (2006-2010)
• Learned business skills and experience through successfully completing many university level business classes which included: Marketing, Business Finance, Accounting, Computer Science, and Statistics
• Acquired proficient knowledge of business-related computer skills, and heavily utilized Microsoft Excel to organize information for business projects



TEACHING AND MANAGEMENT EXPERIENCE

DN Studios -- Poquoson, Virginia 
Guitar Instructor (2007 to 2012) 
• Taught individual music lessons to beginner, intermediate, and advanced guitar students, ages 5 to 60
• Commissioned by the city of Yorktown, VA to facilitate, manage, and lead group guitar classes for children, teenagers, and adults in four distinct age groups of ages 5-8, 9-12, 13-17, and 18 and older
• Created the lesson plans for all guitar classes as well as for individual guitar instruction
• Collaborated with fellow work associates and studio owner to coordinate a yearly outdoor performance event, in order for friends and family members to witness the music students' growth and proficiency



INVOLVEMENT

Harrisonburg Tennis Patrons -- Harrisonburg, Virginia 
HTP Member/Tennis Player (2013- Present)
• Actively played in community tennis league three times a week, with organization that prides itself on building community and supports local charities and school tennis programs 
• Worked together with fellow tennis patrons to provide constructive critiques and improve tennis skills among members

Night on Canal Street --Hampton, Virginia
Band Member/ Organizer (2008-2012)
• Founded Night on Canal Street, a local rock/jazz band consisting of 5 members
• Organized shows for the band which included the planning and scheduling of dates, times, and places
• Complied all works and ideas into written format within a binder to promote efficiency and organization

Saint Mary Star of the Sea School Fundraisers -- Hampton, Virginia 
Volunteer Band Member/Performer (2011)
• Organized, planned, and led Night on Canal Street band performance for fundraising event, to help Saint Mary's raise money for building renovations, classroom technology, and tuition assistance scholarships


SKILLS 
Computer Skills
• Proficient knowledge of Microsoft Office Suite, including Excel, Word, PowerPoint, etc. and Adobe
• Proficient knowledge in electronic inventory management as well as business organization and operations
