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Cyndy Van Sant

	Key Skills

Education

Professional Experience


	EXECUTIVE ASSISTANT
Articulate and personable professional with success in developing and implementing effective marketing plans, identifying and implementing successful community relations plans, managing a budget, and maintaining relationships with key partners. Team-oriented.  Professional in appearance and demeanor. Demonstrated ability to manage and prioritize broad range of responsibilities. 

Software Skills: Word, Excel, Access, Quickbooks, basic Web page design and support, basic Database design and management.

Key strengths: *Goal Attainment, *Building Alliances, *Marketing Strategies, *Time Management, *Public Relations,  *Self Motivated, *Departmental Interaction, *Community Networking, *Budget Administration, *Strategic Planning, *Facilitating Change

1985                                University of South Florida               Tampa, FL

BA -  Economics

1991                                University of Florida                         Gainesville , FL

Post – Baccalaureate work in Finance

1995                                University of Colorado                         Boulder, CO

· Thesis – Virtual Education and Training Centers

· Masters focus on Finance and Electrical Engineering

· Masters completed, Thesis defended. 

2012 to Present     Echo Global Logistics                                  Park City, UT

Executive Account Representative

· Started as in-house Track and Trace shipping representative

· Facilitated shipment deliveries on a national level, worked with account executives internally and with customers in order insure customer care and guidance.

· Worked with trucking companies and shippers on problem resolution.

· Transferred to Executive Account Representative to work on national accounts.

Spring 2006 to Present     AltitudeMeetings.com                        National

Owner 

· Setup and coordinate meetings, seminars and conferences nationally.

· Establishing vendor relationships as needed.

· Contract and budget negotiation.

· Establish CEU credentials for speakers through their licensing agency.

· Targeted customer marketing and recruitment.

August 2008 to 2011                                                              Park City, UT      

Executive Assistant

· Part time office assistant in a home office for a VC, also involved in Utah Governor’s Board of Economic Development and Business Incentives.

· Hardware and software support in both PC and Mac environments.

· Maintenance of calendar, scheduling, client contacts, travel arrangements.

· Maintenance of customer relations and communication internationally.

· Maintenance of financial records nationally.

06/2004 –  02/2006               United General                               Denver, CO

Branch Manager, Rocky Mountain Region

· Operations and management of Rocky Mountain Regional office covering the Western half of the United States.

· Interface with agents in the field regarding support issues.

· Processing of budget items, ordering office supplies.

· Coordinate travel arrangements and setup events and conferences for a seven state regional office, both remotely and on-site.

· Establish CEU credentials for instructors through the DOI and respective licensing agencies on a state-by-state level.  

1/2003 – 4/2004 
         Seakr Aerospace Engineering       Centennial, CO

Administrator in Configuration Management

· Worked as an administrator in the library and documentation of the company.

· Maintained and established quality management, and tracking documentation for manufacturing, analysis and verification between versions of a satellite build out. 

7/1994 – 5/1997                         Sprint                                       Reston, VA

Systems Engineer / Business Analyst

· Tracking and financial analysis for engineering projects across multiple platforms to determine cost and time savings

· Support of upper management (CEO, VP) in business process improvement.  

· Presentation preparation and database development and reports.  

· Liaison between upper management and engineering / sales groups.



	Participant


	· Boulder 24 – Hour Shoot-Out (Film Contest), CO, 2004 - 2006

· Graduate – ContiConti Short Film Course, Denver, CO, 2004

· Executive Member – Komen Foundation, Race for the Cure – Colorado and Utah, 2001 – 2009

· AVI Multimedia Technology Seminar, Tampa, FL, 2007

· Micro – Finance Seminar, SLC, UT, John Hatch – FINCA, 2009

**  References Available Upon Request **



