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stephanie j. dunn
EMAIL: STEPHANIEDUNN06@GMAIL.COM
6613 W FRANKIN STREET • RICHMOND, VA 23226 • PHONE (610) 256-1758

	Education

	
	Christopher Newport University

2006 - 2010
· Bachelor of Arts in Communication Studies

· Minor in Philosophy and Religious Studies

	Experience

	
	SunTrust                                                                                     
Richmond, VA
 PAM Portfolio Specialist                                                                            April 2011 – Present
· Support 3 different managers by handling their calendars, travel arrangements and overall daily scheduling. 
· Pull information from systems for specific relationships eventually compiling into client ready investment reviews.

· Answer phone calls and different inquiries from clients as well as other departments of the bank.

· Assemble weekly, monthly, and quarterly reports using Excel.

· Serve as liaison between Portfolio Manager and clients providing them with information available about their particular account.

· Train new employees.
· Organize and plan events and meetings for regional Portfolio Managers.
· Work with clients and managers on administrative tasks requiring attention to detail.
· Continue to gain knowledge continually specific to investments, client relations and other supportive duties. 
Young Life
                                                                    
Saranac Lake, NY
Summer Intern
                                            

May 2009 - September 2009


May 2010 – September 2010
Enrolled in a four-month Internship at Young Life’s Saranac Village.
· Exposed to a breadth of management operations including the following:

· Managed a team of ten interns providing daily food services to a student base of 500.

· Implemented training, delegation, and quality control to ensure job excellence and efficiency.

· Worked alongside three other interns to coordinate daily jobs for kitchen staff.

· Learned the importance of employee empowerment, clear communication and team building in the workplace.

	
	Internship with US Senator Rick Santorum                   
Philadelphia, PA
Intern
                                                                                   
April 2006 – May 2006
A four week internship during Rick Santorum’s former tenure as Senator.
· Handled daily constituent inquiries concerning amnesty and immigration.
·   Chartered with responsibility to develop and maintain constituent tracking database. 

·   Wrote and edited letters to Senator Rick Santorum’s constituents including follow-up,   lead generation, and support letters.

	leadership experience

	
	Young Life
March 2007 – Present
Volunteer Leader
· Organize and facilitate weekly student gatherings.
· Continue to gain first-hand experience in the following skills:

· Public Speaking

· Ability to communicate effectively

· Creativity
· Helped grow the organization into a 200-member student based group.

	key skills

Computer Skills:  Microsoft Office Applications: Word, Excel, PowerPoint, and Outlook.
Additional Skills:  Strong interpersonal, organizational, writing and verbal communications skills.
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