Anna M Hoy
952-215-5304 
ahoy76@gmail.com
19875 300th Street New Prague, MN 56071


Integrity, focus, and a competitive spirit have underscored my professional and academic successes, while meeting deadlines, achieving goals, and using measured judgment has been crucial for success.  A commitment to learning, a willingness to seek information, and flexible work habits have served to produce well-defined research, create superior reports, and enhance communication skills to a high professional level.  My personal drive reflects my capacity to pursue business objectives, maintain focus, and partner with others to meet common goals. I am a well-grounded, self-disciplined professional, with a work ethic that transcends traditional hours.


Qualifications


· 

· Strong communication, critical thinking and analytics skills. 
· Excellent interpersonal communication and organizational abilities which allow for effective peer interaction and relation.
· Knowledgeable of marketing techniques.
· Excellent time management and organizational skills.

· Excellent problem solving and strategic planning skills.
· Experienced in consumer behavior studies.
· Excellent writing and editing abilities.
· Ability to multitask and complete projects and meet deadlines.




Experience

Southern Valley Alliance for Battered Women, Belle Plaine, MN	August 2013 – Present
Office/Crisis Line Coordinator
· Continuously work at Marketing and Communications items to maintain and develop publications for news releases, social media posts and agency website.
· Created/redesigned advertising materials including: brochures, client literature, posters, flyers, displays, event items, employee communications and executive communications.
· Created and implemented online presence in multiple venues to increase visibility, branding and awareness of business.
· Responsible for digital fundraising, including creation and distribution of media publication.
· Responsible for management and generation of database reports, monthly, quarterly and yearly for multiple agencies.
· Act as on site IT support to monitor staff needs, assist with problem solving and software issue.
· Manage/organize office petty cash, distribute as need and prepare month end statements.
· Completes administrative projects by identifying and implementing new technology and resources
· Responsible for organizational functions and general meeting support: including arranging, follow up calls, maintaining office space schedules, copying /faxing.
· Coordinates office projects to achieve efficient office flow, training, supplies, office equipment maintenance and repairs, housekeeping, facility maintenance/management.
· Supervises volunteers through recruitment process, interviewing to training.  Prepares monthly support calendars, distribution of forms and procedures for 40+ volunteers to maintain 24/7 coverage of crisis phone line.

Anna Hoy Daycare, New Prague, MN 	May 2001-August 2013
Owner/Operator
· Established and operate a profitable home based daycare.  
· Demonstrated strong organizational, analytical, problem solving and customer service skills.  
· Planned and executed age-appropriate activities to promote social, cognitive and physical skills.  
· Designed and produced all business forms and advertising materials needed and used on a regular basis.
· Successfully maintained all accounting and bookkeeping systems.
· Proven negotiation skills with people of diverse backgrounds, cultures, and professions.
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PLAYWORKS, Prior Lake, MN	March 1999-January 2001
Lead Preschool Teacher
· Managed large number of children and staff on a daily basis.   
· [bookmark: _GoBack]Organized group activities and worked with employee relations. 
· Created/designed and ran large/small motor body programs.  
· Supervised and trained staff in correct procedures in an accredited preschool facility.  

Insty Prints, Burnsville, MN 	July 1998-December 1999
Graphic Designer/Customer Service Representative
· Proficient in graphic design and presentation software, such as Quark Xpress, PowerPoint, Adobe Photoshop and Illustrator.
· Knowledge of graphic design processes, methods and techniques such as typography, layout and color.
· Responsible for customers’ satisfaction from initial contact to completion of project, to meeting specific requests.
· Recognized and requested as preferred designer by large accounts.
· Designed marketing print ready copy and graphic material campaigns for major accounts such as Abdallah Chocolates, Kirby Pucket Foundation, Freight Masters, and Rainforest Café.


Education

Minnesota School of Business, Shakopee, MN 	October 2011- June 2014
B.S. Business Administration

Brown Institute, Minneapolis, MN 	 June 1997
AAS in Advertising Design/Computer Graphics


Technical Skills

· Extensive knowledge of all Microsoft Office programs and Abode Design programs.
· Skilled in typing and all computer/office equipment usage. WPM 50.


