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(C) 303.489.2913

OBJECTIVE
  To accomplish the goals and be successful as the
Researcher/Admin for Corporate Management Group

QUALIFICATIONS SUMMARY
Professional committed to superior research and evaluation. Detail oriented. Excellent communication skills, both written and interpersonal. Self motivator with a sense of humor and strong desire for interesting, analytical work in a team setting.
Capabilities Include:
· High level of competence with Search Engines and Web sites. 

· Background screening capabilities including credit checks and employee verification.
· Administrative and Organizational support.

· Familiar with and daily use of computers, the internet, and IT.
· Research/Communications in a wide variety of subjects.


· Time Project Management. 

Computer & Office Skills: 
Microsoft Office, Microsoft Publisher, E-Commerce, Search Engines, Websites. 
PROFESSIONAL EXPERIENCE                                                                                 Self-Employed, Brighton, CO






1997-present
Small Business and Community Experience including Search Engine Researcher/Evaluator, Advertising and Special Events, Writer, Community Volunteer
· Search Engine Evaluator for Leapforce Inc. Provided comparative analysis and feedback on search engine results and websites by measuring relevance and usefulness to improve search engine results. Job required excellent comprehension and written communication skills, internet savvy, ability to work independently under minimal supervision, and excellent web research skills and analytical abilities.
· Design, edit and write sales materials for small business clients.
· Produce and execute special events for nonprofits and businesses. 

· Manage contractors for my own business including printing, mailing, and coordination of vendors for special events. 

· Organize and execute all administrative tasks for home office.

· Community Experience - Initiated and organized community project with Tarver Elementary and City of Thornton, resulting in building traffic calming islands at school for increased student safety. Served as President and Communications Leader for north metro chapter of Mother’s & More. Teacher’s Assistant in English and Art at childrens’ schools. Provide meals for families of children at the Ronald McDonald house. Visit and share my dogs with residents of Assisted Living Homes. Created, organized and direct a Gourmet Cooking Club. 
Clear Channel Broadcasting, Denver, CO





1994-1997

Retail Marketing Manager, KRFX, KBPI, KBCO radio stations

· Wrote, designed and presented sales packages to clients for special promotions and sponsorships.

· Researched and organized radio ratings information for use by management and account executives.
· Created and managed events and sales opportunities for radio station earned income in campaigns as “Lunch & Laughs” and “Summer of Peace.”

Shamrock Broadcasting, Denver, CO






1990-1994

Sales Development Director / KXKL-KOOL 105

· Created and wrote sales packages for Kool Koncerts, selling over $300,000 in sponsorships annually. Event Management for KOOL Koncerts sponsors.
· Organized all details for executing station sales packages including product and signage at point of sale promotions, sales incentives and special events/sponsorships.

· Produced all of the sales department presentation materials for account executives/clients.

May Company Department Stores, Denver, CO

Broadcast Director






    

1987-1990

· Planned and placed over $2 million annual budget in TV and radio advertising.
· Managed all aspects of TV and radio production: pre-planning, budgets, deadlines, talent, merchandise, creative concepts, scripts, production companies, shoot and edit.

· Responsible for all broadcast vendor and co-op programs, recognized for increasing sales during special promotions; i.e. Men’s Fragrance Vendor Program, Back to School, Spring Fashion Week and Bridal Festival.
Broadcast Coordinator                               





1985-1986
· Assisted and performed department support: reports, word processing, accounting.

EDUCATION

University of Colorado, Boulder, CO 
School of Journalism, Bachelor of Science
Graduation with Honors, 3.74 GPA
Professional Continuing Education Classes through 2012.
