Tina Meyers
Production/Marketing Assistant
2311 W. 92nd Avenue Lot 370 - Federal Heights, CO 80260
foghorn2010@comcast.net - (720)365-4685
Work Experience
Production
DSC Window Fashions 

Arvada, CO
-
1993 to Present
DSC Window Fashions is a company specializing in the production and innovation of custom window coverings, as well as a national distributor for Graber Blinds. 
 
Marketing Assistant: 2000 - 2010 10Years -Closed Dept. 
 
Primary responsibilities included are data entry, database management, client/vendor communication, client and market research, maintaining inter-department communication, inventory, launching new products to sales reps, management of private label marketing materials for various accounts, fulfillment of sample deliverables to potential clients, assisting in the organization of national training seminars, and creating various marketing packages including brochures, invitations, and newsletters. 
 
Production: 2011 - Current 
Scope of duties included cutting and measurement of physical materials ,assemblage of window coverings, inspection of final products, supply ordering, maintaining and meeting deadlines, inventory, and consistently communicating with members of other departments .Assist department lead as necessary.

Certified Nursing Assistant
Bear Creek Nursing and Rehabilitation Center
-
1992 to 1992
Accountable for essential care of elderly patients, including bathing,  feeding, providing bedside care, ambulation, aiding in oral hygiene, positioning, taking vital signs, and overseeing the care of terminally ill patients.
Education
Arvada West High School
1982
Skills Knowledge of a wide variety of industrial cutting, drilling, inspection, custom template shades, as well as motorization.
Additional Information
[bookmark: _GoBack]10 years of administrative experience 
Some Graphic Design knowledge 
Strong organizational and communication 
Detail-oriented, 'nuts and bolts' type of individual 
Quick learner 
 
Administrative: Multi line phone system, internal communication, mail, email, copying, faxing, filing, etc. 
 
**Publisher & Word, Adobe Photoshop, Adobe Acrobat 
Microsoft Office, Quark.

