
Diane Orr 
1099 Stout Street 
Lititz, PA 17543 
Tel# (123)-619-2211 
E-mail: diane@abcemail.com


Objective : Seeking an exciting and challenging position as an Event Marketing Coordinator in a company where my skills and knowledge can be used to the fullest. 

Summary of Professional Qualifications 

Wide experience in event planning and marketing 
Sound knowledge of procurement practices and methods 
Functional knowledge of Attendee Management processes 
Familiarity with corporate meeting planning procedures 
Proficient in Salesforce, DBMS and MS Office programs 
Thorough understanding of project management techniques 
Extreme ability to use social media tools 
Outstanding ability to work in sales based setting 

Experience 

Event Marketing Coordinator, 2015 - Present 
Sparks Marketing Group Inc. - San Bruno, CA 

Supported marketing teams with administrative services. 
Prepared and updated budget tracking sheets. 
Developed purchasing requests and material shipments as per needs. 
Provided marketing budget estimates for all suppliers. 
Formulated project plans and logistical information. 
Managed event website details such as agendas. 
Administered membership databases along with report writing. 
Participated in execution of creative recruitment plans. 


Education 

Bachelor's Degree in Marketing, 2015 
Mills College, Oakland, CA 
GPA 3.77 (on scale of 4.0)
