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Professional Experience, Continued


	


Administrative Support





Personality and Professionalism:


Managed multi-line phone systems (10-20 lines) for various companies and was frequently commended for professional response and cordiality.


Managed all front office activity for various companies and maintained space to provide an excellent first impression of the company for customers and guests.


Adaptability and Efficiency:


Created and implemented orderly filing system for Human Resources and Accounts Receivable departments of AZZ Galvanizing (temporary assignment).


Streamlined supply order process for Empirical Laboratories to minimize repetitiveness and supply expiry while still facilitating necessary communication between departments.


Proficient user of various office tools including faxes, scanners, printers, binding machines, and laminating machines.


Quick learner of new software in order to reduce interruption of processes.


Experience in wide range of industries provides a stable base of knowledge to work from in any environment.





Education





Associate Degree of Business Studies, May 2011


Nashville State Community College, Nashville, TN





Employment History





Solomon Douglas, musician: Assistant (Marketing, Booking, Publicity, Scheduling)


Location Independent; October 2010 to current





Breanna Perry.com: Independent Consultant and Artist


Location Independent; August 2008 to current





Cumberland Shuffle: Event Organizer and Owner


Nashville, TN; January 2009 to current





Empirical Laboratories, LLC: Administrative Office Assistant


Nashville, TN; January 2008 to October 2009





Temporary Agencies: Administrative Assistant and Receptionist, contracted positions


Reno, NV and Nashville, TN; June 2006 to current








Computer Skills (Macintosh and Windows platforms)





Microsoft Word�
Microsoft Excel�
Microsoft Powerpoint�
Microsoft Outlook�
�
Microsoft Publisher�
Adobe Photoshop�
Alphanumeric typing


93 wpm�
10-key typing


10,000 kph


100% accuracy�
�
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Summary:


Consummate professional with marketing, organizing and entrepreneurial experience in a variety of environments. Easily adapts to any circumstances.


Excellent communication skills, in presentation as well as interpersonal situations. Diplomatic, tactful, and personable attitude with both professionals and non-professionals.


High level of attention to detail and slight perfectionist; produces an excellent quality of work.





Skills Summary





Promotion�
Event Organization�
Marketing�
Contract Negotiation�
�
General Office Skills�
Reception and Front Office Management�
Booking and Scheduling�
Customer Service�
�
Written and Interpersonal Presentation�
Proofreading�
Report Preparation�
Computer Software Proficiency�
�



Professional Experience





Marketing and Promotion





Develop and implement overall marketing plan and manage branding and image for Solomon Douglas, musician:


Coordinate social media profiles and information in order to best interact with fans.


Interface with traditional and web media outlets to promote music and shows.


Utilize innovative promotional strategies and industry tools to keep fans engaged.


Manage marketing strategy for Cumberland Shuffle:


Create marketing media and manage distribution of marketing materials.


Develop promotional content for use in online and social media marketing.


Create schedules for implementation of marketing and advertising plans	.


Managed email marketing for Swing Dance Nashville and Dirty Streets Productions:


Gathered, developed, and edited content for maximum impact and relevance to community.


Created marketing media and brand identity for various operations:


Developed branding components for Dirty Streets Productions to create a cohesive image, including website content, business cards, and stationery.


Creator and coordinator of brand markers for Cumberland Shuffle, including website content and design and promotional materials.





Organization and Scheduling





Scheduling for Solomon Douglas, musician:


Manage booking requests and coordinate all relevant details.


Maintain ongoing calendar of all engagements.


Create itineraries for all band members featuring performance, lodging and travel details for all traveling tours.


Event management and scheduling for Cumberland Shuffle:


Negotiate contractual details between Cumberland Shuffle and all instructors, musicians, vendors, and various volunteers.


Create and coordinate schedules for vendors, instructors, venues, musicians, volunteers, and miscellaneous details.


Organization for Empirical Laboratories, LLC:


Maintained company vacation calendar for all employees as well as executive scheduling and travel calendars.


Coordinated all details for business travel, including conference registrations and airline, vehicle, and lodging reservations.
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