


[bookmark: 253470894FNAM1][bookmark: 253470894LNAM1]XXXX XXXX



[bookmark: 253470895STRT1][bookmark: 253470895CITY1][bookmark: 253470895STAT1][bookmark: 253470895ZIPC1][bookmark: 253470895HPHN1][bookmark: 253470895CPHN1][bookmark: 253470895EMAI1]XXXX, Pepperell, MA 01463 - XXX-XXXX-XXX XXX-XXXX-XXX (C) - XXXX@XXXX.XXX



Summary



Highly skilled professional with excellent communication, negotiation, and analytical skills. Exceptional interpersonal skills, vendor/client interaction, and project management. Proactive, self-motivator, who pays close attention to detail, and works well with others. Strong work ethic, thrives in a face paced, dynamic environment.



Highlights

	· [bookmark: 253470897SKC11]Microsoft Office Suite
· Project management
· Client relations specialist
· [bookmark: 253470897SKC21]Customer service expert
	· Enthusiastic team player
· Social media knowledge
· Skilled multi-tasker
· Positive attitude





Experience

[bookmark: 253470899COMP1][bookmark: 253470899JSTD1][bookmark: 253470899EDDT1][bookmark: 253470899JTIT1][bookmark: 253470899JCIT1][bookmark: 253470899JSTA1][bookmark: 253470899JDES1]Five Star Quality Care, IncJanuary 2009 to May 2013Corporate Marketing Project Coordinator
Newton, MA
Assisted Corporate Director of Business Development with daily responsibilities. Compiled, analyzed and reported company-wide census. Monitored communication about the organization on websites. Created reports to address marketing weaknesses and strengths. Managed vendor relations. Calibrated call center activity and performance. Organized sales books for quarterly shareholder meetings. Assisted all Regional Sales and Marketing managers. Managed customer complaint phone calls, emails, and letters. Processed all marketing invoices.

[bookmark: 253470899COMP2][bookmark: 253470899JSTD2][bookmark: 253470899EDDT2][bookmark: 253470899JTIT2][bookmark: 253470899JCIT2][bookmark: 253470899JSTA2][bookmark: 253470899JDES2]North Shore Music TheatreDecember 1999 to September 2012Box Office Supervisor
Beverly, MA
Supervised weekend shifts, reported sales earnings, daily deposit verification, ticketing and seating management, patron services management, responsible for opening and closing the box office.

[bookmark: 253470899COMP3][bookmark: 253470899JSTD3][bookmark: 253470899EDDT3][bookmark: 253470899JTIT3][bookmark: 253470899JCIT3][bookmark: 253470899JSTA3][bookmark: 253470899JDES3]WODS 103.3 FMMarch 2004 to April 2008Continuity Director
Boston, MA
Scheduled and managed national and local commercial orders. Managed daily and monthly sales and traffic reports. Maintained all client copy and production files. Commercial log reconciliation and verification.

[bookmark: 253470899COMP4][bookmark: 253470899JSTD4][bookmark: 253470899EDDT4][bookmark: 253470899JTIT4][bookmark: 253470899JCIT4][bookmark: 253470899JSTA4][bookmark: 253470899JDES4]WBOQ 104.9 FMMarch 2001 to March 2004Traffic Manager
Beverly, MA
Scheduled and managed all local traffic and production orders. Wrote and developed media kits for sales team. Comprehensive administrative support for sales staff. Wrote and published human resources documents and employee guidelines. Voiced local commercials and managed phone system.



Education

[bookmark: 253470900SCHO1][bookmark: 253470900GRYR1][bookmark: 253470900DGRE1][bookmark: 253470900STUY1][bookmark: 253470900SCIT1][bookmark: 253470900SSTA1][bookmark: 253470900SCNT1][bookmark: 253470900FRFM1]Gordon College2001Bachelor of Arts: CommunicationsWenham, MA

[bookmark: 253470900SCHO2][bookmark: 253470900GRYR2][bookmark: 253470900DGRE2][bookmark: 253470900STUY2][bookmark: 253470900SCIT2][bookmark: 253470900SSTA2][bookmark: 253470900SCNT2][bookmark: 253470900FRFM2]North Middlesex Regional High School1996High School DiplomaTownsend, MA



About Beth Ann



Professional Vocalist 
Soprano, Tanglewood Festival Chorus, Boston Symphony Orchestra Fall 2011- Present
National Anthem Vocalist, Boston Bruins, Boston Celtics Spring 2006 - Present
Professional Vocal Coach and Judge 2006 - Present
 
Worldwide Service Projects 
Krakow, Poland Summer 2009
Zagreb, Croatia Spring 2003
Calcutta, India Summer 1998


