Objective:
Results oriented, enthusiastic, outgoing business professional with strong leadership skills and extensive experience in event planning, marketing/advertising and financial duties. Excellent communication and organizational skills, with the ability to multi-task, pay meticulous attention to detail, and work effectively in a deadline driven environment. 

Experience:
EXPERIENCE: 
Honeywell International, Danvers, MA August 2010 – March 2012
Event Planner/Executive Assistant to the Sales Team (Contract Position)
• Reported and supported the Director of Events, Sales Team and National Sales Leader with both roles. 
• Prepared meetings and events for people in Honeywell Utility Solutions and Honeywell Building Solutions.
• Some events were up to 200 people. 
• Planned Domestic and International events/meetings; prepared travel logistics and other logistics needed.
• Reviewed contracts and negotiated pricing with appropriate vendor(s).
• Face to Face contact with client’s internal and external as well as, other executive level people.
• Negotiated appropriate venues such as: hotels, conference centers, restaurants etc.
• Work as a liaison to external vendors and internal clients, kept good relationships with vendors. 
• Prepared agendas and appropriate collateral materials – worked with outsourced graphic designers and mail houses. 
• Made sure speakers and PowerPoint’s were all set according to what was needed for the events. 
• Handled paying invoices and kept track of budgets and prepared expense reports.
• Provided calendar management, travel logistics for the NSL, Director of Marketing and some of the sales team.
• Prepared PowerPoint presentation and excel documents for the Director of Events and National Sales Leader. 
• Coordinated sales trainings and purchased materials needed for tradeshows that the sales team put on. 
• Scheduled monthly regional sales update calls for the NSL; also assisted with running the calls.
• Created a weekly summary of forecasted and non-forecasted opportunities and reported them to the GM and NSL.
• Supported field marketing, program and district managers with other tasks that came up. hangers, postcards, radio skits, online banners, and billboards.
• Exposed to sales force.com and prepared documents for the head of sales. 

British Telecom, Quincy, MA November 2009 – June 2010
Event/Executive Briefing Coordinator (Contract Position)
• Supported the Director of my team: calendar management, PowerPoint preparation and excel projects.
• Worked with web, video and phone conferencing.
• Set up all Telepresence customer meetings as requested.
• Managed multiple briefing requests for current clients and prospective clients that were interested in conferencing tools.
• Handled contracts.
• Supported the sales team by consulting on and developing customized briefing agendas.
• Managed overall end-to-end briefing process from pre-briefing to post-briefing.
• Handled day of event changes.
• Meet & Greet customers as they came to our office.
• Managed logistics: catering, transportation, and coordinate dinner arrangements.
• Prepared briefing rooms and maintain general appearance of the briefing center.
• Reviewed contracts and kept good relationships with internal and external vendors.

Law Offices of James Sokolove, Wellesley, MA May 2009 – November 2009
Event Coordinator/Executive Assistant (Front Desk) (6month contract – maternity leave)
• Provided administrative support to office staff with daily activities; wore many hats.
• Answered phone calls, prioritized e-mails and general inquiries about the office and directed callers and visitors to appropriate person(s) for assistance.
• Ordered office and kitchen supplies; coordinated facilities management including maintenance contracts.
• Planned company meetings/ events such as: catered luncheons and the company summer outing. 
• Prepared conference rooms for meetings with lawyers that would come in to meet with Jim Sokolove. 
• Handled any changes to meetings and or events.
• Ordered collateral needed.
• Calendar management and some travel logistic planning.
• Managed all incoming financials/invoices for the function and assisted the CFO in the budget planning process. Tracked and kept excel record of all payments to suppliers.



Fidelity Investments, Framingham, MA September 2008 – March 2009 Meeting & Event Coordinator/ Administrative Assistant to Money Market Portfolio Team (6 month contract)
• Provided administrative support to sales team with daily activities; wore many hats.
• Managed briefing calendar as a master scheduler.
• Supported sales team by consulting on and developing customized briefing agendas.
• Provided administrative support to sales team with daily activities; wore many hats.
• Supported the Director of Finance for my team with developing PowerPoints and expense reports.
• Handled day of event changes.
• Prepared briefing rooms and maintain general appearance of the briefing center.
• Meet & greeted Customers.
• Managed logistics, such as: catering, transportation, and coordinate dinner arrangements.
• Prepare briefing rooms and maintain general appearance of the briefing center.
• Assigned speakers for appropriate meetings.
• Track and maintain all records regarding briefings; maintained files and historical data.
• Produced weekly, monthly and quarterly volume and tracking reports.

University of Massachusetts, Lowell, MA 2003-2008 
Event Coordinator for Student Organizations Involved In/ Unpaid Internship
• During my college career, oversaw full event preparation for guests from 100-1000 people.
• Worked alongside Dean of Student Activities and Vice-Chancellor to develop Arab-cultural programs.
• Prepared domestic/international travel and hotel logistics for guest speakers.
• Coordinated vendors, speakers, food, and facility for the different cultural /university events.
• Worked on numerous quotes/estimates, delivery rates and pricing according to needs and budget of event. 
• Took part in Multicultural Affairs and Student Activities cultural events with my organizations presence. 
• Wrote proposals for different cultural events requesting money from different stakeholders.
• Prepared flyers and special event brochures sent to local newspapers, local bulletins, campus & local radio stations.
• Clubs involved in: President of Middle Eastern Association; Vice – President of Muslim Student Association; Secretary for Association of Students of African Origin (ASAO)


Education:
University of Massachusetts Lowell, Lowell, MA
Bachelor of Science in Marketing & Finance, 2008


Affiliations:
Honors: Who's Who Among Students in American College and Universities, 2005 

Skills:
Microsoft Word, PowerPoint, Great Excel Skills, Outlook, Lotus Notes, Basic QuickBooks, Basic SAP, Adobe Suites, Basic Dreamweaver, Perfect Pro (Web PO), Google Analytics, SharePoint and All of Microsoft Applications
