Joyce Johnson 
        jhnsjy@aol.com

2520 High Pointe Drive ♦ McKinney, Texas 75071 ♦ 214.457.8471                   http://www.linkedin.com/in/joycejohnsondfw

Finance and Communications Manager
Finance and communications manager with 20+ years’ experience. Expertise in communication, project management, and event production. Proven ability to coordinate with external contacts to ensure that project deadlines are achieved. Established track record in managing corporate meetings, branding events, and producing annual event productions for a Fortune 50 company.  Demonstrated skill in written and oral communication, negotiating contracts for hotels, recruiting production staff for large meeting venues and trade shows, and setting up web-conferencing, video teleconferencing, Skype, etc., while ensuring organization receives services needed to deliver results on time and within budget.

Account Manager ♦ Budget Preparation ♦ Contract Negotiations ♦ Communications ♦ Presentation Specialist ♦ Customer ♦  Service ♦ Event Planning ♦ Expense Control ♦ Financial Analysis ♦ Financial Management ♦ Forecasting ♦ Office Administration ♦ Policy / Procedure Development ♦ Project Management ♦ Proofreading ♦ Purchasing ♦ Research ♦ Strategic Planning ♦ Team Facilitation ♦ Training / Development 


Professional Overview 
ORCHID MEDIA, LLC: Jan 2009 – Present
SALES & FINANCE MANAGER
· Design, develop and implement strategic plans for their organization in a cost-effective and time-efficient manner.

· Managing the day-to-day operations for the company and developing business plans.

· Compile reports for the board on a regular basis - quarterly, semiannually, or annually. 

· Influencing the organization to develop new marketing strategies. 

· Lead staffing, budgeting and purchasing of assets to grow organization's profitability and profile.
· Responsible for the company's legal affairs, complying with the appropriate rules and regulations and establishing proper audit procedures. 

Frito-Lay, Inc.:  1986 – 2009
PROJECT INFORMATION SYSTEMS AND FINANCE MANAGER 


Dec. 2006 – Mar. 2009
· Implementing a Learning Management System for frontline Associates. Influenced upper management to support online training for the frontline associates.

· Developing a web-based training tracking scorecard for the operations capability team.

· Extensive research skills used to gain knowledge on new technologies, communication styles, pitching new vendors; and cultivating long-term client relationships with senior management.

· Monitoring research and analyzing transactions to compile, perform analysis and distribute standardized reports for Executive and Regional Managers within Finance & Operations functions.

· Developing, maintaining, performing and distributing ad hoc reporting for internal customers tracking forecast accuracy, spend, travel and of annual budget of $3.2 million.

· Provided instructions and training to financial and non-financial employees about accounting practices, policies and procedures.

· Preparing and processing journal entries for the department.
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PROJECT COMMUNICATIONS MANAGER 
Nov. 1998 – Dec. 2006

· Creating company-wide communications on strategic initiatives, assisting top leaders with the development of communication materials, and securing placement in trade and non-trade publications, Frito-Lay won Energy Star Award in 2006.

· Distributing media and report, serve as editor for the internal company newsletters, creating custom e-blasts and managed website content.  

· Coordinating graphic elements used in marketing materials, periodic creation of advertising or promotional materials, invitations for company events, and executive presentations (e.g., tables, charts, schematic maps/drawings, photos).

· Managing trade booths, distributing space, provide layout support and developed graphics.

· Organized video shoots and video production for quarterly, strategic planning, budget and national meetings. 
· Conceptualizing and developing executive-style presentations.
MARKETING COORDINATOR 
Mar. 1995 – Nov. 1998

· Coordinating brand communication activities in support of development, managing brand image and product photography files, retail collateral materials such as sales presentation materials, and consumer promotions all under the direction of the Marketing Manager.

· Ensuring complete and proper use of trademarks, registered logos, producer's licenses, and product and safety standards and makes sure all advertising materials have legal, creative, and corporate approval. 

· Assisting Marketing Manager with budget administration for brand, paying invoices, tracking monies, and balancing budget items for selling materials.

· Maintaining daily communications with internal departments and outside vendors to responsively support all marketing communication initiatives.  

· Supporting the Marketing Manager with development of retailer and/or consumer promotions, mailings and special presentations.

· Coordinating and communicating with advertising and media planning agencies on marketing campaigns to inform internal groups during national sales and operations meetings.
· Designing and developing a graphics marketing tools database for employees and vendors.

ADMINISTRATIVE ASSISTANT
Jan. 1990 – Mar. 1995

· Providing support, scheduled appointments, travel arrangements and calendar management for several senior executives. 

· Answering multiple telephones; responding to requests, delivering messages, and run errands.

· Assisting with invoices, preparing reports, as needed and expense reports for team.

· Composing and typing letters and other correspondences and providing professional presentations for senior executives and key account managers.
· Order materials, supplies, and services, and completing records and reports.

· Performed day-to-day administrative tasks which included compiling copies, sorting and file records of office activities and business transactions. 
· Completing training on all Microsoft Office Programs, as well as Adobe software, an expert user. 

ACCOUNT PAYABLES CLERK
Nov. 1986 – Jan. 1990
· Proficient processing Accounts Payable using Oracle with a 10 years experience.

· Review all invoices for appropriate documentation and approval prior to payment.

· Assist with vendor inquiries.

· Maintained all accounts payable monthly and annual reports, spreadsheets and files.
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· Prepares analysis of accounts, as required.
Computer Skills

Proficient with PC and Macintosh Operating Systems
Expert with Microsoft Office Suites, Outlook, Internet and Adobe software

Education and Professional Development
A.S. in Accounting, with minor in Graphic Arts – Commercial College, Shreveport, LA 
Completed coursework in Accounting and Business Management -  LSU, Shreveport, LA 
Microsoft Software Training Courses Completed, Frito-Lay- Internal Training – Plano, TX
Completed Project Management Course –  Collin Community College, Frisco, TX

Professional Recognition
· Harvey Russell Diversity & Inclusion Award – 2009

· HR Excellence Eagle Award – 2005 & 2008

· Lay Award – 1999 & 2008

· Community Service Award – A. Maceo Award - 1997 and 1999

