Marcelo Duran


690 Pearl St., Apt. 2 • Denver, CO 80203  


(720) 229-2462 • marsh1996@gmail.com








PROFILE





Professional that possesses strong interpersonal and organizational skills with a keen ability to multitask a variety of challenges and responsibilities.


�SKILLS AND PROFICIENCIES


• MS Office


• Planning and Scheduling


• Written Communication 


• Customer Service


• Internet Research


• Data Entry


• Filing


• Telephone Reception


• 60 wpm Typing Speed





DUTIES 


• Handles calls and promptly forwards them to appropriate person among 85 employees.


• Compose and distribute weekly newsletter on an online vendor email application for 12,000 recipients. 


•Prepares and assembles media kits for advertising department.


• Supervised, collected and repurposed material for directory of new products and services introduced annually. 


• Supervised in collecting and verifying company contact information and profiles for newspaper vendors featured in August Buyer’s Guide directory. 


• Helped publication by proposing and supporting new features for print and online. 





WORK EXPERIENCE


Proofreader, Liaison Multilingual Services Inc., Denver, 02/11-Present


• Edits business documents so that they adhere to AP Style guidelines.  


• Checks business documents for basic grammar and spelling. 





Associate Editor, Newspapers & Technology, Denver,,  09/01-07/10


• Wrote three to five bylined news stories for monthly print publication. 


• Wrote, directed, and edited news items regarding the newspaper industry and weekly newsletter stories for 7,000 industry executives.


• Maintained e-mail distribution lists for weekly newsletter and various advertising promotions. 


• Assisted publisher by providing administrative duties, such as filing invoices, writing promotional copy and  other duties as requested. 





Teller, Elitch Gardens, Denver, 06/98-09/99


• Prepare cash for daily pick-up


• Process cashier drawers from various stands at amusement park


• Maintains and accounts for cash drawer and daily transactions; reports discrepancies.


• Enters transaction data on accounting system terminal. 





EDUCATION


Colorado State University, Fort Collins, CO


Major: Journalism and Technical Communications – Editorial


Degree: Bachelor of Arts, 5/01


