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Deborah Szekely
nydebs@protonmail.com

Denver, CO
720 561 0336

EDUCATION

St Francis College

Brooklyn, NY

Bachelor of Science Biochemistry
May 1994

Brooklyn College Academy

Brooklyn, NY
Bachelor of Arts, Liberal Arts
May 1992

EXPERIENCE

MediaVine Productions

Office Administrator

Aurora, Co

September 2021 - May 2022

Managing Company Calendar, including making and Updating Project Management, Vendor, Installer, and
Refund sheets. Pay Net 30 Bills, Set appointments and pricritize the most sensitive matters, Prioritize
CEOQ's needs while maintaining high levels of discretion, integrity, and judgment when handling highly
confidential and proprietary materials, Routinely plan, coordinate, and schedule meetings and conference
calls, across multiple time zones, coordinate agendas, and resolve schedule conflicts in a timely manner,
providing administrative assistance, such as writing and editing emails, drafting memos, and preparing
communications on the CEOs behalf, Maintaining comprehensive and accurate records, Performing minor
accounting duties (Quickbooks), Answering phone calls in a polite and professional manner, Welcoming
visitors, Retrieval of all company mail, Handing off Packages to Drivers, Data entry, Internet research,
purchasing office supplies online and keeping office clean, New employee onboarding, Shipping and
Receiving tracking numbers on calendar, Schedule audio engineers for Sunday sermons at Churches.

www.mediavineproductions.com
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Sims-Fayola Foundation
Executive Assistant

Denver, Co
Qctober 2020 - September 2021

Managing CEQ Calendar including making appointments and prioritizing the most sensitive
matters, Prioritize CEO's needs while maintaining high levels of discretion, integrity, and judgment
when handling highly confidential and proprietary materials, Routinely plan, coordinate, and
schedule meetings and conference calls, across multiple time zones, coordinate agendas, and
resolve schedule conflicts in a timely manner, providing administrative assistance, such as
writing and editing emails, drafting memos, and preparing communications on the CEOs behalf,
Maintaining comprehensive and accurate records, Performing minor accounting duties, Answering
phone calls in a polite and professional manner, Welcoming visitors, Retrieval of all foundation

mail, Data entry, Internet research, Creating necessary, graphs, charts and forms for foundation
research, purchasing office supplies online,

USPS (Temp Position)

Clerk, Customer Service, Warehouse
Denver, CO

May 2020 - July 2020

Operated induction machine, scan and print placards, assembled boxes, and repaired
damaged packages. Practiced safe packaging procedures using proper PPE to
mitigate company loss. Interfaced with customers, used palette jack when required.

Fedex (Temp Position)

Clerk, Package Handler, Warehouse
Denver, CO
July 2020 - August 2020

Scanned, loaded, and unloaded packages. Practiced safe packaging procedures using
proper PPE to mitigate company loss. Successfully managed disbursements of over
900 packages per hour.

Colorado Dance Sport (Tuesday Evenings)
Manager, Instructor

Denver, CO

August 2015 - Current

Plan and oversee marketing plans. Help with coordination and administration of
complete dance program. Work closely with department head to create plan of support
for students. Establish objectives for all lessons, modules, and projects. Collaborate in
team-based environment to uphold quality and continuity of service to clients. Devise
and direct group, couples and individual dance performances. Create class materials

presented in courses and workshops. Provide group, couples, and individual dance
instruction
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Coordinate professionals travel itinerary for competitions

Szekley Dance Inc (Weekends)
Business Owner, Instructor, Choreographer
Denver, CO

June 1996 - Current

Handle all boockkeeping, accounting, administrative duties, business management, and
marketing. Handle travel arrangements for self and staff members. Manage and train
assistants. Handle talent management and booking. Develop and deploy assessment
strategies involving both oral and written approaches for optimal review of students

Lecture full classrooms of adult students. Coach students in using video and social media
to improve visual intelligence of projects. Evaluate student progress and adjust learning
plans to foster progress. Provide group, couples, and individual dance instruction.
Choreograph dance routines for couples and teams.

Denim and Diamonds
Instructor, Studio Manager
Manhattan, NY

February 1994 - November 1996

Maintained all class records, including attendance, fees, and rehearsal and training
schedules Planned and oversaw marketing plans and materials to increase studio
business. Coordinated supply inventory and maintained all facility equipment.
Provided group, couples, and individual dance instruction.

ADMINISTRATIVE AND BUSINESS SKILLS

REFERENCES

Contract writing and review

Well versed in all social media platforms
Exceptional verbal and written communication skills

QuickBooks

DocuSign

Microsoft Office

Docuhub

DropBox

Google Drive

Kintone

Adobe

Mailchimp

Organized

Detail criented

Time management

Problem Solving

Decision Making

Marijane Jobe- 303-335-6311
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Mjl7jcbe@gmail.com
Sims-Fayola Foundation

Robert Nardozza
720-353-6548
Colorade DanceSport

Robert Royston
917-972-7728
RoRe Preductions




