Annamarie Bonanno

3203 Turnberry Circle
 Charlottesville, VA 22911

 annamariebo@comcast.net | (434) 760-4668/ relocating to Richmond, VA
Education & Certifications
Bachelor of Science in Business Administration, Business Management, Cum Laude, Dec. 2011, Liberty University; inducted into Sigma Beta Delta Honors Society 2011; 
Virginia Association Certified Housing Counselor; Virginia Notary Public
Experience:
Development Coordinator  
National Multiple Sclerosis Society / Blue Ridge Chapter, February 2010 to present
CONFIDENTIAL –PLEASE DO NOT CONTACT
-Lead and coordinate mass-market development and fundraising programs, events, and efforts for NMSS Chapter within the annual budget and an annual fundraising goal.
· Develop and cultivate successful relationships with corporate and individual sponsors and donors to achieve Chapter’s annual fundraising goals and mission
· Coordinate development and fundraising efforts with Marketing Department to engage in complementary and effective mass market fundraising programs 
· Manage volunteer force, and direct all volunteer activities and projects
· Plan, organize, and execute fundraising and educational events from date to event.

· Coordinate transportation, caterers, hotels, vendor services, entertainers, staff

· Create, update, and present reports for Executives.
-Provide comprehensive and diversified administrative support for Chapter President

· Manage Chapter logistics, objectives, strategies, initiatives  and timelines in the Mass Market Department.

· Coordinate and arrange special travel and special events.
· Draft internal and external correspondence and communications
· Manage and distribute diversified departmental workflow
· Develop and review budgets and finances for programs and events
· Support public relations - media awareness-write public service announcements.
Claims Administrator / Executive Assistant 
The IBCS Group, Inc. Charlottesville, Virginia, July 2008 to February 2010
-Provided diversified support for the CEO of Surety Bond and Risk Management Company, and managed all office support for subsidiaries

-Provide direct support to the CEO, VP and attorneys by compiling confidential documents, reports, and legal documents

· Coordinate directly with attorneys to assist in research
· Draft letters of receipt and resolutions for client claims on bonds

· Complete all monthly reports, spreadsheets

· Audit and analyze client accounts, billing, accounting history
· Manage office employees, perform human resources function

· Maintain client data, paperless and hard copy

· Coordinate all travel arrangements, vendor services and events for company and Executives in local and out of state offices.

· Schedule, attend, and support executive meetings
· Research topics for legal analysis; collect data and forward to attorneys.
Virginia Certified Housing Counselor 
Piedmont Housing Alliance-Non-profit, January 2004 to July 2008
-Independently counseled clients/families one-on-one in finances and housing matters

-Reviewed assets and expenses for any and all qualifying community funds/programs

-Guided and instructed adults to qualify for program assistance, completed forms and managed client files / database. 

· Implemented individual financial assistance goals by teaching spending plans in finance.
· Communicated with social services, and community agencies in reference to qualifying clients. 

· Qualified clients for County/City and State Grant Funding

· Maintained confidential client documentation, kept client logs/funding logs, schedules of appointments, data on each client/family.
· Scheduled and held educational financial management classes, prepared power points, handouts and questionnaires for event. Held classes weekly, & by request.
· Accomplished over 400 Consultations for first-time homebuyers in almost 5years.

Additional Experience

Real Estate Closer/Paralegal, VA:  4 years 


Full Charge Bookkeeper/Accounting- Real Estate Settlement Co., VA: 3 years


Mortgage Broker licensed in FL- Southshore Mortgage, Fl: 3 years

Skills Profile

· Key Strengths: Excellent sales ability, Highly organized and able to multi-task efficiently; independent, self-driven and able to initiate and execute decisions; team player; enjoy challenges and surpassing goals; energetic and professional leadership abilities
· Creative Strengths: Fundraising, marketing, and communication; highly effective at cultivating and maintaining relationships with clients and donors of all types
· Administration: Provide professional administrative support to executives and senior management; exceptional written and verbal communication skills; excel at finding funding and soliciting personal and business donations; work well with and motivate co-workers and volunteers; adept at project and event planning, and possess excellent research experience
· Customer Service: Effectively service and support to clients, visitors, and others; educate and provide timely response to inquiries about company services and programs
· Technical Skills: Proficient in all Microsoft Office applications to include Power Point, Excel and Word; accounting software includes Peachtree and QuickBooks; additional software: Altair  
Awards

- Excellence award for service in the community; Piedmont Housing Alliance CEO
-Award Letter, Outstanding Community Accomplishments, County of Albemarle 



     *Excellent References upon request

