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Qualifications Profile

Marketing…Project Management…Human Resource Management
Highly organized and detail focused professional with a strong track record in marketing, project management, office management, and human resources.  Successful in project and event planning and execution, as well as, marketing principles and competancies.  Excellent customer service skills, strong analytical and decision making skills, and management and business development skills.   Computer skills include proficiency in Microsoft Office (Excel, Word, PowerPoint, Outlook, and Access), Adobe, and Quickbooks. 
 Specific areas of expertise include:

	· Project Management
	· Human Resource Management

	· Administrative & Office Mgmt
	· Event Planning & Execution

	· Contract Administration

	· Social Marketing



Professional Experience

Ciancho’s at Hyland Hills Golf Course, Westminster, CO 
  
    

      June 2012 – Present
Bartender
· Provide guests with excellent customer service and a quality experience.
· Prepare and serve drinks, take customer orders, check identification, and restock inventory.
· Balance daily cash receipts.

Synergy Staffing Services for Urban Lending Solutions, Broomfield, CO
  
     Feb 2012 – Sept 2012
Underwriter Team Lead, Contractor for Bank of America
· Managed a team of 10 underwriters and developed goals, objectives, and production plans for each.
· Assisted in developing processes and procedures to create efficiencies.
· Trained new underwriters, managed production quotas, and maintained quality standards of 98%.
· Reviewed and evaluated borrower documentation to verify eligibility for home loan modification process.
· Calculated and analyzed DTI, LTV, credit reports, appraisals, and financial information for borrowers.
· Familiar with underwriting FNMA, FHLMC, and DOJ verticals.
All About Chiropractic, Thornton, CO


    



    May 2011 – Nov 2011
Office Manager
· Greeted customers, answered phones, scheduled appointments, and maintained patient records.

· Prepared and processed customer payments and health insurance billing information.

· Created marketing plans to increase new customer base and maintain current customers.

· Assisted chiropractor with off site examinations, marketing events, and trade shows.

· Managed budgets, accounting and bookkeeping procedures and processed vendor lease payments.
The Sports Authority, Englewood, CO


    



 Feb 2008 – March 2011
Marketing Campaign Specialist 
· Developed space recommendations by category for print ads based on sales, trends, and marketing strategies. 
· Completed competitive analysis, marketing strategy reports, and ROI analysis based on market research.

· Implemented project management system for coupon and cash card tracking and redemption.
· Created and managed post insert analysis, determined opportunities, and provided insights.
· Provided assistance in public relations campaigns, events marketing, and marketing strategy plans.
· Planned and organized monthly allocation meetings to review space recommendations with executives.
· Provided assistance with special events and meetings both internally and externally.
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Maxon Furniture, Renton, WA



         
 


     July 2006 – Oct 2007

Project Manager / GSA Coordinator 
· Managed over 100 accounts valued at $100,000 or more from order receipt through delivery.

· Developed and maintained project schedules to ensure customer goals and objectives were met.

· GSA account experience including contract RFP’s, compliance and preparing estimates.
· Worked with logistics carriers to track orders and meet required delivery dates and times.

· Managed relationships with customers, vendors, and team members to ensure successful projects.
Baden Sports, Inc., Federal Way, WA


    



 Mar 2001 – July 2006
Marketing Associate / Contract Administrator 
· Prepared, negotiated, and maintained over 150 Personal Endorsement and Sponsorship/Adoption contracts.
· Worked with contractees on licensed products by gaining artwork approvals and managing licensing agreements. 
· Worked with local businesses to coordinate community events to promote product and company awareness.

· Created marketing and promotional materials including newsletters, brochures, and website content.

· Completed contractual payments, product obligations, and maintained compliance of all contracts.

· Planned and managed tradeshows, sales meetings, basketball clinics, and various corporate events.

· Managed budgets, ROI, cost-benefit analysis,and processed accounts paybles and receivables.
· Planned and coordinated all company travel and arranged accommodations.
Tony’s Pizza Service, Federal Way, WA


     
 


July 1999 – Feb 2001
Pacific Region Office Manager / HR Coordinator
· Managed office with 4 top level managers and provided support for 8 region offices and 25 distribution centers.
· Planned and organized all sales and marketing meetings, conferences, and regional company events.   
· Completed new hire paperwork and training, maintained personnel files, and processed payroll. 

· Designed and created promotional materials, presentations, and slide shows for company meetings and events.

· Created and distributed weekly newsletter including design, layout, and print production.

· Created inventory forecasting model for sales team and implemented it throughout the Pacific region.
· Managed accounts payables and receivables, reconciled billing statements, and processed purchase orders.
Alaska Airlines, Seattle, WA





    

 Nov 1997 – Feb 1999
Executive Assistant / Project Coordinator
· Provided support for top level executive and finance department consisting of eight people.

· Prepared quarterly and annual financial reports required by the FFA and airline industry.
· Managed airline contracts to ensure financial and FFA regulation compliance.

· Completed contract payments and ensured maintenance records were scheduled and fulfilled.

Education

University of Washington, Tacoma – Graduated March 2003
Bachelor of Arts in Business Administration with a Marketing Emphasis

Montana State University, Bozeman, MT

Attended from September 1990 to June 1995

references
Available upon request


