Bonnie H. Nguyen
1862 S. Village Dr. Se Rochester, MN 55904
cell: (612)532-7445   email: bonnie.h.nguyen@gmail.com
	Professional Experiences

	
	HDR Engineering, Inc.                             Minneapolis , MN                                                            May 2006 – Present
Nov 2008 - Present                                                                                                 Transportation Marketing Coordinator
· Actively manage the proposal process from start to finish consistently applying marketing best practices as well as working closely with the designated section marketing coordinators on major pursuits 
· Design and create graphics for proposals, advertisements, presentations, and marketing materials
· Schedule, actively participate, and coordinate proposal components by working with pursuit team to produce responses to assignments and draft non-technical portions of proposal

· Review and edit technical data for grammar and punctuation, proposals for mathematical errors, coordinate quality control efforts with technical writers, and identify projects to be submitted for awards
· Help program managers and section manager leverage marketplace presence through client and project specific research

· Participate in strategic planning and annual budgeting to understand program goals and how to best assist with marketing efforts
· General administrative duties

· Manage calendars, appointment invitations, set up conference calls, order marketing materials and supplies, general administrative correspondence (emails, memos, fax, scans, printing, photocopies), database management 

· Meeting coordination: manage multiple calendars to set up accommodating appointments for attendees; create draft agenda and distribute prior to meeting; develop handouts, presentations, and leave behind material; order food, set up room with materials needed; capture and distribute meeting minutes, set up future meetings

· Budgeting/finance: manage check requests, expense reports,  marketing budget, net booked fees, time card, invoices, billing)
· Organizational skills: established file storage/retrieval system for proposals, conferences/seminars, budgeting 

May 2006 – Nov 2008                                                                         Assistant Marketing Coordinator/Marketing Intern
· Assist in development of proposals, manage/update database, make cold calls, update strategic plan for department                                                                                                                    Marketing Intern

· Worked for various groups including Transportation, Water/Wastewater, and Federal & Environmental Resource Management assisting with administrative tasks

	Leadership and Volunteer Experience

	
	· Study Abroad: Cultures and religions of India, 1.5 months abroad in Southern India 
· Catalyst Foundation: Camp counselor for adopted Vietnamese children
· Notary Public – Ramsey County, Expires January 31, 2015

· Vietnamese Student Association: Past senior board adviser, vice president, activities coordinator
· American Council of Engineering Companies: Awards committee member
· Professional Real Estate Agent (#40287659)
· Society of Marketing Professional Services: Past member

· INROADS: Graduate

	Special abilities

	
	· Proficient in Vietnamese
· Proficient in InDesign, Photoshop, Illustrator, and Microsoft Office products (Word, Excel, Powerpoint, Access) 

	education

	
	University of St. Thomas, St. Paul, MN                                                                                                             2007 - 2009
B.A., Marketing Management

	
	University of Minnesota, Minneapolis, MN                                                                                                       2005 – 2007
Pursued undergraduate degree


