William Thompson
333, 27th Lane, Washington
Cell- 369963045
Home- 234-454-5009
email: william36@yahoo.com
Career goals:
To obtain the position of a communication coordinator and make extensive use of my skills and experience in supporting communication programs in an established corporate sector.
Core Competencies:
· Extensive knowledge of the methods and strategies of corporate communication, marketing and public relations
· Comprehensive knowledge of public relations strategies and tactics
· Skilled in using  Microsoft Office applications, content management systems, and online photo editing
· Ability to coordinate and implement communication strategies and manage multiple events
· Attention to detail with excellent oral, written and editing skills
· Excellent team player with good leadership skills
· Proficient in handling multiple task and meet deadlines
· Self motivated, dynamic with exceptional organization, planning and coordination skills
Professional Experience:
The Allbas Association, Washington
June 2005 till date
Communication Coordinator
· Responsible for assisting communication director in developing and implementing corporate communication programs
· Handle the tasks of writing contents of memos, news releases and annual report
· Perform responsibilities of preparing communication campaigns and budgets
· Assign tasks of assisting with corporate e-mail marketing management, like surveys and promotional e-mail
· Responsible for preparing media and public communication service announcement
· Handle responsibilities like production of marketing and communication information materials
· Perform other administrative tasks as required
Peramount Association, Washington
April 2001 to May 2004
Communication Coordinator
· Handle responsibilities of maintaining corporate website of Peramount Association
· Assign the tasks of preparing marketing literatures like brochures and posters
· Coordinate with the production of promotional materials to ensure competitive pricing and consistent quality
· Handle general enquiries and provide appropriate assistance to the communication staff
· Responsible for preparing corporate communication materials like press releases, annual reports, and board meeting papers
· Perform the tasks of maintaining stakeholder contact database and coordinate stakeholder communications
· Responsible for providing secretarial supports to the vice president and director of communication
Educational Summary:
Achieved Bachelor’s degree in English
University of California in the year 1977
Personal Information:
Name: William Thompson
Date of Birth: 23.05.1974
Employment Status: Full time
Relationship status: Married
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