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SUMMARY
[bookmark: _GoBack]Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nam cursus. Morbi ut mi. Nullam enim leo, egestas id, condimentum at, laoreet mattis, massa. Sed eleifend nonummy diam. Praesent mauris ante, elementum et, bibendum at, posuere sit amet, nibh. Duis tincidunt lectus quis dui viverra vestibulum. Suspendisse vulputate aliquam dui. Nulla Proficient in Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas.
SKILLS
benefits, conferences, counseling, clients, customer service, customer assistance, special events, filing, forms, fundraising, immunization, inventory, managing, marketing, marketing materials, materials, meetings, networks, policies, promotional materials, quality, sales, phone, trade shows
EXPERIENCE
08/2012 to Current
Sales Project CoordinatorStrategyCorps, LLC － Brentwood, TN
· Plan and prepare for conferences by tracking attendance lists, managing promotional materials inventory, communicating with conference representatives and ordering booth materials.
· Coordinate conference events and dinners with employees and conference attendees.
· Plan various company events such as quarterly meetings, fundraising events for United Way, award banquets and holiday parties.
· Assist in developing and improving internal and external marketing pieces.
· Build and maintain relationships with clients and customers by providing quality customer service.
· Create and maintain sales tracking reports, merchant status reports and department commission reports.
06/2011 to 08/2011
Public Relations & Events InternRutherford County Chamber of Commerce － Murfreesboro, TN
· Plan and coordinate special events such as campaigns, trade shows and ribbon cuttings for members.
· Communicate with prospective members about the benefits of joining the Chamber by meeting with business owners, conducting and answering inquiry phone calls and preparing media kits.
· Manage and update media lists, member information and marketing materials.
08/2009 to 08/2012
Orientation Coordinator & New Student EducatorMiddle Tennessee State University － Murfreesboro, TN
· Plan and conduct informational sessions for students about Health Services and the general campus during freshman orientation and transfer days.
· Provide counseling for students on admission, immunization and registration requirements during freshman orientation and transfer days.
· Including providing information on university guidelines and policies.
· Help students meet requirements by assessing transcripts and medical records.
· Manage confidential student records by filing forms, updating university system accordingly and by coordinating with various university offices.
08/2007 to 08/2012
Marketing Coordinator & Customer Relations AssistantBeautiful Me Boutique － Fayetteville, TN
· Manage social media networks such as Facebook and Twitter to build relationships with customers.
· Plan special events and marketing campaigns to reach target audience and gain new customers.
· Build and maintain relationships with customers by providing valuable customer assistance.
· Build and maintain vendor relationships.
EDUCATION
2015
Master of Education: Administration and Supervision of Higher EducationMiddle Tennessee State University － Murfreesboro, TNAdministration and Supervision of Higher Education
2012
Bachelor of Science: Public RelationsMiddle Tennessee State University － Murfreesboro, TNGPA: Cum laude, Dean's List, Member of PRSSAPublic Relations Cum laude, Dean's List, Member of PRSSA

