Anna-Marie C. Epps
9011 Tweed Road
Richmond, Virginia 23228
(804)943-5867
annamarie.epps@gmail.com

	EDUCATION 

	 
	Master of Science, Project Management 
2009- 2011            Virginia State University                                                                              Petersburg, VA
· Additional studies in Global Logistics, Supply Chain Management, Planning, Scheduling, and Contracting and Procurement. 
Bachelor of Science, Mass Communications – Print Media 
2003-2007       Virginia Commonwealth University                                                               Richmond, VA  

	WORK EXPERIENCE

	
	Patron Services & Box Office Staff Coordinator 
2004-2011            Barksdale Theatre/Theatre IV                               Richmond, VA
· Performed as Staff Project Manager working with a non-profit theatre organization for 7 years. 
· Catered logistics of box office operations for Barksdale Theatre, Theatre IV, and Hanover Tavern and planned the daily completion of deadline driven tasks and staffing of each venue. 
· Lead the box office staff in the timely completion of special marketing projects. 
· Recruited, hired, and trained all new box office associates in entertainment sales, quality customer service, daily operational responsibilities, telephone etiquette and proper protocol when working in high volume situations. 
· Solicited and maintained patron support; built working relationships with clientele and proactively responded to Patron requests, complaints, and suggestions.
· Maintained patron database, plan distribution of marketing materials assisting with the logistics of special events.
· Coordinated special group reservations and scheduled weekend and evening box office shifts. 
· Facilitated team-building activities, customer service training, and associate incentive programs.
· Acted as interdepartmental liaison between the box office and marketing departments, active during design editing stages, proofreading, and final stages of marketing material development. 
· Promoted incentives to help drive ticket sales. 
· Coordinated the purchasing and shipment of materials such as ticket stock, ticket printers, and computer stations. 
Public Relations/Marketing Intern
2005-2006            Theatre IV of Virginia                                              Richmond, VA
· Researched and compiled demographic information on sales clientele to establish a strategic sales campaign initiative.
· Established contact with printing and graphic design companies to meet crucial advertising deadlines.
· Coordinated the procurement and inspection of organization advertising literature. 
· Authored press releases and radio ads for theater advertising campaigns.
· Assisted in the execution of major marketing projects; i.e. Brochure design, design editing, proofing, promotional giveaways, coupon and special offer concepts, and printing. 
· Participated in the Theatre IV/Barksdale Theatre Brand Campaign and outside activities to help drive ticket sales. 
Legislative Correspondent
2006-2007              Capitol News Service                                                Richmond, VA
· Contributed to strategic planning of weekly meetings to achieve assignments from news editor. 
· Participated in legislative briefings at the Virginia General Assembly and received information on the current legislative program.
· Initiated personal contact with designated assembly legislators to conference pertaining to their positions on bills and issues on the legislative agenda.
· Prepared news stories on Legislative business which was published weekly.

	COMPUTER PROFICIENCIES

	
	· Microsoft Office Suite - Word, PowerPoint, Access, Outlook, Excel and Publisher
· Microsoft Project
· Adobe Creative Suite 
· Tickets.com Software – ProVenue, ProVenue Online, ProVenue Access Control and Credit Card Services
· Tessitura Network Software – Event Manager, Payment Processing, and Event Sales Programs

	PROFESSIONAL MEMBERSHIPS AND AWARDS 

	
	Member of the Project Management Institute 
National Headquarters- Newtown Square, PA



               
