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EXPERIENCE

Cashier, Cub Foods, Inver Grove Heights, September 2012 – present 

· Check out customers quickly and efficiently and make sure they leave happy. 

Chief Operating Officer, January 2010 – September 2012 
Customized Options Nonprofit, Woodbury, Minnesota
· Responsible for the day-to-day operation of the organization, including analyzing revenue projections, make adjustments when revenue sources decrease, developing optional directions 
of diversification. 

· Authorized all purchases, created initiatives that will allow the organization to run more efficiently, worked with accountants on 990 for two years.

· Financial management and oversight of all company finances, paid down company loans from over $100,000 to less than $10,000 over the course of two years while increasing company savings to $125,000. 

· Dictated all aspects of Accounts Payable, Accounts Receivables, Payroll and bookkeeping using QuickBooks Software.
· Supervised 42 -45 people. Motivated them to their highest capabilities and maintained high morale for their high-stress positions working with developmentally-delayed clients.

· Marketing and brand creation and execution for the website, online social media, forms and company brochures. 
Freelance Project Manager, Feb 2008 – April 2009
Best Buy, Bloomington, Minnesota
· Planned and executed a monthly retail product catalog with an annual budget of $4,000,000 with more than 50 new mobile phone and accessory products. 
· Trained 30 team members on a new online proofing tool for added efficiencies, saving the company 100 hours of work each month. 

Production Manager, Jan 2006 – Jan 2008
BBDO Advertising, Minneapolis, Minnesota

· Estimated, sourced, negotiated and purchased printing and separation services for online and printed material development.
· Performed press-checks for color integrity and quality control by implementing the creative director’s visions in a cost-efficient manner a ever-changing agency setting.  

· Directed the production of ads, printed materials, miscellaneous items and outdoor ad materials in cross-functional teams.
Mailhouse Specialist, March 2003 – December 2005
American Academy of Neurology

· Planned, scheduled and maintained multiple direct mail and event promotions.

· Mailhouse vendor coordination, sourcing, negotiating, estimating and purchasing.
Print Production Administrator, July 1999 – October 2002
Campbell Mithun Advertising

· Maintained multiple ad, direct mail, and outdoor projects in a high-energy atmosphere.

· Created a tracking mechanism on excel for media dates, sizes and publications and never missed a deadline for any publication.

· Improved the billing process so that it went from 30 hours per week down to four.
Advertising Coordinator, January 1988 – March 1994
Deluxe Corporation, Shoreview, MN

· Executed the production of over 50 projects continuously for promotions from direct mail catalogs to direct mail inserts and mailings

· Created a communications document that enabled hired creative teams to effectively speak to business objectives while presenting creative concepts in order to limit creative expenses, which saved the department $400,000 annually by standardizing creative concept rationales.  
EDUCATION

Bachelor of Science, Marketing
Metropolitan State University, St. Paul, MN, Dec. 2008
University of Minnesota, Minneapolis, MN General Course Study, 1988-1991

SOFTWARE EXPERIENCE
I have extensive experience in Word, Excel, PowerPoint, QuickBooks, Outlook, and multiple custom databases at multiple companies and some experience in Paradox, Photoshop and Illustrator. I learn most software very quickly.
References upon request.

