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2499 S. Colorado Blvd., #301
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JehClark@Gmail.com
	SUMMARY


Self-motivated professional with over 5 years of leadership experience accompanied with 3 plus years experience working with non-profit organizations.  Exceptional communication, interpersonal, organizational and leadership skills.  Proven ability to work efficiently in both independent and team environments. Establish effective working relationship with employees, volunteers, organizations and the public. Skilled in presenting information to groups of adults and children. Efficient in meeting deadlines and effective in work and volunteer situations requiring an ability to manage multiple responsibilities. Recognized for reliability and “getting the job done” through persistence and strong work ethic. Highly experienced in a variety of functions including: fundraising projects, project coordination, project management, administration support, general accounting, and marketing.     
QUALIFICATION HIGHLIGHTS

	· Project Management
	· Sales and Marketing Leadership
	· Community Relations

	· Public Relations 

· Training and Development

· Recruitment & Employment
	· Budgeting and Accounting 

· Process Improvement

· Website Design
	· Quality Assurance

· Coaching and Mentoring

· Fundraising and Grants

	RELEVANT EXPERIENCE


SUPERVISION ●TRAINING ● RECRUITING

· Recruited new members, and solicited a higher level of financial commitment from existing members.

· Managed inventory, shipping and handling for a non-profit organization reaching out to 1,200 members. 

· Interviewed Executive Directors for promotional literature which served as fundraising material.     
· Managed day-to-day operations for Knuwseeds which provides outsourced transportation.
· Supervised 25 +, product development, project management and marketing expansions.
· Researched and created new ways to generate none and for profit revenue.

· Taught life skills classes to the students to acclimate them with our society.

· Trained volunteers and staff to organize conferences and events. 
· Managed equipment and recorded data upgrading processes. 
· Created and presented presentations for meetings and events.
· Assisted Executive Director with identifying production site. 
· Co-directed staff of 200 plus volunteers.

MARKETING ●DATABASE ● SALES

· Managed the execution of all marketing and media relations by participating in interviews, developing press releases and all other media type engagements.
· Provided quality assurance monitoring of programs, diagnosing and assuring correction of any deficiencies.
· Created databases for students and teachers to keep track of high sensitive information involving children.

· Developed sales booklets which included project description, components and contribution opportunities. 
· Marketed programs designed to explore issues of self-awareness and community consciousness. 
· Approved strategic marketing plans that provided a clear and concise message telling the organization.
· Assisted Sales Coordinator and Production Assistant with marketing and bookkeeping. 
· Supported the Executive Staff with targeting market area of potential participants. 
· Continually evaluated effectiveness of themes, promotions and services. 

· Composed ads for both print and media. 

· Updated database for over 500 members.
EVENTS ●PLANNING ●COORDINATION

· Directed fundraising committees which produced events including lectures, parties, sporting activities, field trips and social networking gatherings. 
· Arranged travel through internal and/or outside agents, prepared itinerary, time sheet, trip file and completed expense reports. 

· Established effective partnerships with other organizations to foster interoperability and cohesion throughout the community.
· Organized detailed packets for guest speakers including itinerary, personal needs, stay and staff. 

· Scheduled, planned, organized events, classes, catered events and fashion shows.

· Assisted with collaborative measures with additional programming initiatives. 
CUSTOMER SERVICE ●PROCESS ● REPORTING

· Developed priorities for the organization and coordinated programmatic initiatives, technology, and provided assistance across the entire project.
· Prepared newsletter pamphlets, informational materials and appreciation letters for new members. 
· Implemented economic and efficient action to improve standard operating procedures.
· Provided excellence customer service, scheduled presentations and arranged corporate meetings.
· Re-engineered business processes, tracking systems and benefits for stakeholders.
· Promoted diversity enrichment programs by scheduling meetings and managing e-blast structure. 
WEBSITE DESIGN ●STRATEGIC PLANNING ● BUDGET MANAGEMENT
· Led overall strategic planning, revenue generation, financial management, organizational development, staff management, and program operations while assuring goals and objectives were aligned with overall strategic plan. 
· Conducted monthly fiscal analysis, set goals and lead management-level meetings to plan revenue generating strategies. 
· Sorted and prepared documents for imaging correctly and accurately for website launching. 

· Wrote and co-designed member directory, homepage and facets of website.
PUBLIC RELATIONS ●FUNDRAISING ● GRANTS

· Managed all fund development activities, including development of grant proposals, event planning, and identifying new resource for corporate funders, grants, banking institutions and small businesses. 
· Identified potential (international and national) new initiatives and partnerships to build the community and generate revenue for the purpose of enhancing the original mandate and goals of the organization.
· Promoted educational and fundraising events by assisting with the maintenance and of a public calendar.
  WORKING HISTORY
 
 2008 - 2010         Director of Transportation                               KNUW Seeds                          Denver, CO        

 2005 - 2008   
Development Outreach Coordinator     
KNUW Seeds                          Denver, CO 
 2008 - 2010    
Research Coordinator                          
Assistant Coach Inc.                Denver, CO
 2009 - 2010    
Corporate Contributions Manager        
Some Stories Must Be Told     Denver, CO
 2008 - 2009      
Program Director                                  
Dance Studio   

     Denver, CO
 2007 - 2008       
Membership Counselor                         
24 Hour Fitness                       Denver, CO
 2005 - 2005        
Executive Administrative Assistant      
Life Skills Center of Denver     Denver, CO
 2004 - 2006      
Courtesy Clerk/Cashier                          
Safeway Foods                         Denver, CO
 2002 - 2004         Auto Shop Technician                           
Carver Military Academy         Chicago, IL       

EDUCATION

Carver Military Academy, Chicago, IL                    Completed 2 Years                                                       2004
Life Skills Center of Denver, Denver, CO 
       Graduated                                                                    2005
National American University, Denver, CO 
       36 units Completed                                                      2007
  
AFFILIATIONS
Assistant Program Director
 





The Prodigal Son Initiative
Volunteer 







     Better Business Bureau  
Research Coordinator 






           Assistant Coach Inc.
Field Director 







Colorado Citizens Coalition 
Client Care Liaison






         The Spirituals Project
Program Director





                 AYE project of Dance Community
Committee Board Member



           International Association for Dance Conference 
Judge/Referee



   Assistant Coach Statewide High School-School Yard Challenge
