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Objective   ―――――――――――――――――――――――――――――――――――――
Administrative professional seeking to leverage 14 years of computer, multi-media processing and customer service skills toward a new administrative opportunity.
Profile   ―――――――――――――――――――――――――――――――――――――――

Motivated, personable, business professional with a talent for quickly mastering technology and applying new concepts for the benefit of the company. Diplomatic with professionals and non-professionals at all levels. Demonstrated history of determination and follow through in the completion of projects.
Skills Summary   ―――――――――――――――――――――――――――――――――

2010 Microsoft Suite • NEC DT300 (VOIP) phone • Needles Database • 
Data Entry • Mail Processing • Type speed 45 wpm • Scanning Medical and Billing Records • Financial/Performance Reporting • Customer Service (Phone and In-person) • Scheduling • Internal Desktop Support • Front-End Web Development • Graphic Design • Video Editing • Content Management Systems (CMS) • Food Production and Store Operations • Retail POS Systems • Freight Processing • Inventory • Sales • Window Displays • Bank Deposits • Organizational Skills • Attention to Detail • Customer Service and Awareness
Professional Experience   ―――――――――――――――――――――――――――


The Creative Group (staffing agency)- Denver, CO
Temp Web/Graphic Designer recently assigned at Pearson eCollege-

Denver CO, July 2012-Present

WEB ASSISTANT FOR PEARSON ECOLLEGE:

· Migrate HTML content and images across course platforms. 

· Work independently and among teams with multiple projects.
· Provide QA for courses and exams for deliverability.
WEB/GRAPHIC DESIGNER FOR GROUP PUBLISHING:

· Create and design banners using Adobe CS5 extended suite. 

· Use Umbraco/CMS to create hand-coded CSS-only landing pages.
· Hand-code valid HTML for cross-browser compatibility.
Advanced Services (staffing agency)- Loveland, CO
Temp receptionist recently assigned at Metier Law Firm-

Fort Collins CO, March two week assignment
RECEPTIONIST FOR 12 LAWYERS/PARALEGALS AT PERSONAL INJURY FIRM:

· Operate NEC DT300 VOIP Phone and provide superior professional customer service at all times. 

· Scan client medical records and medical bills to shared server.
· Sort all incoming mail and document client material through Needles database.
Automotive Management Services- West Palm Beach, FL
Web Designer/Graphic Designer, 2010-2011
WEB/GRAPHIC DESIGNER FOR 66 AUTO DEALERSHIPS:

· Create and design compelling digital email blasts, banners, and microsites for automotive ad campaigns using the entire Adobe CS4 Extended Suite, Dealer.com/CMS, and Wordpress.
· Hand-code valid HTML for cross-browser compatibility.
· Adhere to all manufactures’ standards and maintain advertising compliance on all media
Harvest Marketing Group- West Palm Beach, FL
Email Marketing Developer/Graphic Artist, 2009-2010

CORE FREELANCER FOR SMALL BUSINESS WITH A CLIENT BASE OF 30 VENDORS:

· Hand-code valid HTML for cross-browser and email-client compatibility.

· Create all graphics and maintain email marketing and web best practices.
· Load emails into Bronto and test for spam and compatibility issues.
· Create user interfaces for reusable templates implementing ESP code.
Clear Channel Radio- West Palm Beach, FL
Online Content Coordinator, 2008-2009

WEB DESIGNER FOR TEN RADIO STATIONS:
· Develop fresh and accurate content for all 10 radio stations including breaking news, contests, and events.

· Build, design and conceptualize web banner ads utilizing the Adobe CS3 Extended Suite (Photoshop, Dreamweaver, Flash, and Illustrator).

· Develop valid XHTML code and graphics for weekly newsletters and microsites.
· Upload and/or generate code using proprietary CMS systems to generate landing pages, contests, and newsletters.
· Traffic and manage web banners through DART (trafficking admin tool).
· Provide reporting utilizing Omniture for specific radio stations. 
Palm Beach Post Newspapers-West Palm Beach, FL

Associate Producer/Online Customer Service, 2005-2007

WEB DESIGNER FOR ONLINE NEWSPAPER: JOBS AND AUTOS:
· Coordinated all aspects of project initiatives including Yahoo Hot Jobs and other new portals for websites. 

· Provide desktop internal support on the phone directly with customers and internal sale support.

· Traffic and track web banners through DART’s web banner admin tool.
· Provide exhaustive quality control for content on websites and kiosks.
· Write weekly, month, and year end financial and performance reports accurately and efficiently for the autos and jobs websites. 
· Conducted web analytics using Omniture and competitive research for both websites.
· Make day-to-day updates to jobs and autos websites.
· Delegate assignments to third party vendors when needed.
· Author follow-up correspondence to managers. 
Paxson Communications-West Palm Beach, FL

Video Editor, 1997-2004

BROADCAST TV EDITOR/ANIMATOR FOR CABLE NETWORK

· Edited and formatted episodics to meet "Standards and Practices" and on-air Broadcast quality.

· Composited animated elements as part of promotional network packages using Adobe Aftereffects, linear and nonlinear editing tools.

· Created promos and campaigns for PAX-TV's contests and special events.
Education   ――――――――――――――――――――――――――――――――――――
Front Range Institute of Safety
Adult/Child/Infant First Aid/CPR/AED Certified Feb.2013

PC PROFESSOR-West Palm Beach, FL

CIW-Webmaster Certification, 2005

MIAMI DADE COMMUNITY COLLEGE-Miami, FL

AA-Associate in Arts, (graduated with distinction) 1997              GPA: 3.85

AS- Associate in Science, (TV Radio Broadcast), 1996              GPA 3.85
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