MELISSA E. DANCE

(804) 338-5785 • melissadance83@gmail.com • http://www.melissadance.com/
OBJECTIVE

Results-driven professional pursuing a Communications Specialist position. Offering a track history of developing and managing multiple campaigns, while generating strategy and pioneering new tactics.

EXPERTISE

Project Management

Marketing Strategy
Art Direction

Writing/Editing
Website Develpment
Data Management/Analysis
SOFTWARE

Photoshop

InDesign

Dreamweaver

Flash

MS Office
WEB DEVELOPMENT
HTML/CSS

Social Media

Video Media

EXPERIENCE

Capital One - Richmond, VA (June 2011 - present)

Marketing Manager (Part-Time)

•  Brand Manager for direct mail and e-mail marketing; duties include strategic planning, writing 

   and editing customer communications materials.
Sherwood Forest Capital Management - Richmond, VA (Dec. 2010 - present)

Marketing Associate (Part-Time)

•  Managing customer inquiries and maintaining website updates, as well as social media.

Ruggles Service Corp. - Richmond, VA

Graphic Designer (Jan. 2010 - July 2010) 

•  Designed direct mail, advertising, websites and marketing collateral for multiple clients. 

•  Produced and managed website content, SEO tactics and social media, while monitoring traffic.

Genworth Financial - Richmond, VA

Marketing Specialist (June 2009 - Jan. 2010) 

•  Coordinated production and workflow for marketing projects such as print marketing and direct mail.

•  Developed marketing strategies and recommendations based on research and analysis.

Philip Morris USA - Richmond, Virginia

Communications Analyst (Sept. 2008 - June 2009) 

•  Organized and produced internal communications, as well as slideshows, brochures and postcards.

•  Planning logistics for special events, conferences and training seminars.
Capital One - Richmond, VA

Project Coordinator (April 2008 - Sept. 2008) 

•  Coordinated online marketing programs to promote corporate volunteerism efforts.

Premiere Colors - Ashland, VA

Graphic Designer (Aug. 2007 - April 2008)

•  Designed brochures, newsletters, signage and websites.

Edelmann Scott, Inc. - Richmond, VA

Marketing Coordinator (Aug. 2005 - Aug. 2007)

•  Planned advertising budget and media placements, presentations and new client proposals.

EDUCATION


Virginia Commonwealth University - Richmond, VA

Bachelor of Science, School of Mass Communications (2005)

ASSOCIATIONS

Susan G. Komen, Meals on Wheels, Maymont's Dooley Noted Society

