	LauraDurand


303 828 8648                               duralaura@gmail.com
Professional Qualifications
· Experience coordinating numerous projects simultaneously

· Highly organized, detail oriented, creative, self starter and problem solver

· Well developed verbal and written communication skills

· Highly reliable and proven success working effectively independently
· Wide-ranging international travel and multicultural engagement 

· Pro-active and comfortable in a fast-paced and demanding job 
· Ability to maintain focus on both the overview and fine details

· Quick learner, practical, efficient and patient worker with a varied skill set
· Professional with full comprehension of the need to maintain confidentiality
Professional Experience

Executive Assistant 
September 2011-January 2012
eTown, Nick Forster CEO

1535 Spruce Street, Boulder, CO 80302 303.443-8696
Personal and Household Assistant
May 2007-June 2011
New Millennium Communications, Daniel J Mack CEO

1332 Pearl Street, Boulder, CO 80302 303.818.0541

Personal and Household Assistant
January 2008-June 2011 
Joan Harvey 

2891 Sunshine Canyon Drive, Boulder, CO 80302 303.245.9130
Service/Catering and Event Planning

Over 17 years working experience with a variety of catering and event companies in the Bay Area New York and New Orleans.  Working knowledge in all aspects of service, prep and on design teams. On and off-site event managing, scheduling and training, fine dining service, bartending, inventory control, set-up and break down, menu planning and costing, food preparation and presentation, as well as flower and buffet design.

Completed Projects

Conceptualized customized tours to India to visit Buddhist places of pilgrimage. Prepared itineraries, budgets, marketing campaigns, correspondences and detailed application packages. Updated and maintained website. Prepared travelers with updated news/heath reports as well as “to-bring” lists.

Created forums for group participants to meet, communicate and share information. Developed local contacts in the tourist, travel and hotel industries as well as trained other guides for future tours.
Monlam Journey: A group trip to the 28th annual Kagyu Monlam  
July 2010-January 2011
      Monlam Journey: Discovering Kashmir and Himachal Pradesh

      April 2010-October 2010
Monlam Journey: A group trip to the 27th annual Kagyu Monlam  
July 2009-February 2010 
Monlam Journey: A Practice Pilgrimage to Himachal Pradesh 

May 2009-December 2009

Monlam Journey: A group trip to the 26th annual Kagyu Monlam   
July 2008-February 2009

Education

*    Academy of Art College, San Francisco – Fine Art Photography

· Naropa University, Boulder, Colorado – Religious studies: Indo-Tibetan Buddhism

Inspiration
Over a decade of world travels in more than 40 counties, I have been pursuing interests in contemplative practices, language and acquisition of cultural understanding and development of a global perspective.

These have been essential components of my desire to create and maintain harmonious environments. 
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Daniel J Mack 1332 Pearl Street, Boulder, CO 80302 303.818.0541

Joan Harvey 2891 Sunshine Canyon Drive, Boulder, CO 80302 303.245.9130
Cathy Pressman 1590 Tamarack Street, Boulder, CO 80304 303.444.4604
