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Professional Summary



Educated at a leading American business school, with working experience in marketing, customer service, and more. Computer savvy and highly organized, with a diverse professional background that promotes high adaptability and quick learning on the job.



Skills

	· [bookmark: 275057172SKC11]Excellent writer and editor
· Social and new media
· [bookmark: 275057172SKC21]Competitive and strategic planning
	· Superb written and verbal communication skills
· Top notch customer service skills
· Innovative problem solver





Work History

[bookmark: 275057069JTIT1][bookmark: 275057069JSTD1][bookmark: 275057069EDDT1][bookmark: 275057069COMP1][bookmark: 275057069JCIT1][bookmark: 275057069JSTA1][bookmark: 275057069JDES1]Freelance Marketing Consultant01/2013 to Current
Various Small Businesses – Central Jersey 
· Draft and edit website content and newsletters.
· Help manage databases of potential clients and other contacts.
· Manage online marketing campaigns through Constant Contact, HootSuite, and more.
· Research and help shape content for public programming, product offerings, etc.

[bookmark: 275057069JTIT2][bookmark: 275057069JSTD2][bookmark: 275057069EDDT2][bookmark: 275057069COMP2][bookmark: 275057069JCIT2][bookmark: 275057069JSTA2][bookmark: 275057069JDES2]Administrative Support09/2012 to Current
Kelly Services – Trevose, PA
· Reorganize vital digital and manual file systems for multiple businesses and departments.
· Log daily accounts payable and accounts receivable for multiple companies.
· Rework Excel spreadsheets to better facilitate data integration, and update existing files.
· Utilize a variety of software to update manufacturing, financial, or other important product information.

[bookmark: 275057069JTIT3][bookmark: 275057069JSTD3][bookmark: 275057069EDDT3][bookmark: 275057069COMP3][bookmark: 275057069JCIT3][bookmark: 275057069JSTA3][bookmark: 275057069JDES3]Ticket Services / Managerial Intern05/2012 to 08/2012
Jacob's Pillow Dance Festival – Becket, MA
· Processed ticket orders, exchanges, refunds, and donations using Theater Manager, winning contest for highest donation with ticket purchase.
· Trained other box office employees in Theater Manager and customer service operations.
· Publicized upcoming events to local businesses, other arts organizations, and local event calendars.
· Researched and updated constituent information in The Raiser's Edge.

[bookmark: 275057069JTIT4][bookmark: 275057069JSTD4][bookmark: 275057069EDDT4][bookmark: 275057069COMP4][bookmark: 275057069JCIT4][bookmark: 275057069JSTA4][bookmark: 275057069JDES4]Louis Vuitton Staff Sales Representative07/2011 to 05/2012
Kuehne & Nagel / Louis Vuitton – Cranbury, NJ
· Performed all steps of inventory management and order fulfillment, and trained new employees in both.
· Lead for investigating and solving a variety of Staff Sales customer service issues via E-mail.
· Managed design of the Web-based sales catalog, determined discounts, and cleaned up errors.
· Created and updated databases on shipments, customer concerns, discounted products, catalog errors, etc.

[bookmark: 275057069JTIT5][bookmark: 275057069JSTD5][bookmark: 275057069EDDT5][bookmark: 275057069COMP5][bookmark: 275057069JCIT5][bookmark: 275057069JSTA5][bookmark: 275057069JDES5]Marketing Intern03/2011 to 05/2012
Eileen N. Sinett Communications – Plainsboro, NJ
· Updated blog and other social media accounts, and managed ad campaigns for Facebook and LinkedIn.
· Identified and tracked potential and current clients, media outlets, local venues, and more in Excel.
· Edited press releases, event descriptions, website copy, company E-mails, worksheets, surveys, etc.
· Sent out press releases for events, and posted information in various physical and online locations.

[bookmark: 275057069JTIT6][bookmark: 275057069JSTD6][bookmark: 275057069EDDT6][bookmark: 275057069COMP6][bookmark: 275057069JCIT6][bookmark: 275057069JSTA6][bookmark: 275057069JDES6]Logistics Assistant02/2011 to 05/2011
Kuehne & Nagel / Louis Vuitton – Cranbury, NJ
· Tracked and shipped products and supplies to Louis Vuitton stores located throughout North America.
· Created proper shipping documentation for international orders.
· Maintained databases and filing systems on shipments sent and received by the facility.
· Tracked supply usage at own facility, and ordered more as necessary.



Education

[bookmark: 275057084DGRE1][bookmark: 275057084STUY1][bookmark: 275057084GRYR1][bookmark: 275057084SCHO1][bookmark: 275057084SCIT1][bookmark: 275057084SSTA1][bookmark: 275057084GRPA1][bookmark: 275057084FRFM1]Bachelor of Science: MarketingMay 2010New York University - Leonard N. Stern School of Business - New York, NYMinor in Media, Culture, and Communication through the Steinhardt School of Culture, Education, and Human Development



Volunteer Work



Food Sorter   02/2012 to 07/2013
Mercer Street Friends Food Bank – Ewing, NJ
· Sort donated food into smaller categories based on nutritional content.
· Check expiration dates and condition of packaging to determine if food is safe for donation.
· Label and repackage large containers of food into individual portion sizes.
· Create boxes for storage and shipment.


