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SUMMARY OF QUALIFICATIONS
· Experienced Set-Up Coordinator for special events at private college
· Experienced Advertising Sales Representative
· Proven skill in organizing & planning logistical applications for implementing successful public events and advertising sales within a designated territory 
· Supervisory skills and demonstrated leadership qualities
· Detail oriented, personable, with high standards of excellence


TRANSFERABLE SKILLS & EXPERIENCE
· Multi-task coordination of logistics within complex organizational structures
· Ability to implement systems of planning, resulting in meeting efficiency goals
· Acting liaison for support services, departments and organizations, providing assurance that all details are carried out successfully
· Computer literacy-  Microsoft Word, Excel, Quark, Illustrator and Photo Shop
· Undergraduate course work in Liberal Arts, degree in Studio Art with an appreciation, understanding and respect for the creative process.
· Process paperwork accurately within designated time lines
· Highly visible and always accessible to all existing and potential clients within the  professional community at all times
· Ability to adjust to a fast-paced, ever changing, deadline oriented environment
· Accountability within all business parameters 
· Knowledgeable regarding all facets and logistics necessary to conduct successful  business
· Conduct post operational review sessions for analysis
· Excellent communicator, with instinctive abilities, relating to all customers, staff and superiors.
· Clear understanding of all logistical components, planning and effects on business 
            efficiency and fiscal conservation.	

 
EMPLOYMENT HISTORY    
       
· 2013, August- 2013, October , Licensed Sales Producer (Allstate)
Kathleen Koffer,  Agency, 5366 St. Hwy 7, Oneonta, NY
· 2010, August – 2013 August,  Advertising Sales Consultant 
Snyder communications Corp.18-20 Mechanic St., Norwich, NY
· 1984 – 2008  Set-up Coordinator for Special Events, 
                  Hartwick College, Oneonta, NY
      
EDUCATION
· BA with honors, Fine Arts, Hartwick College, Oneonta, NY 13820


          
