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PERSONAL ATTRIBUTES:
· Strong administrative skills
· Strong written and verbal communication
· Dependable
· Extremely organized and detail oriented


PROFESSIONAL EXPERIENCE:
Marketing Coordinator	May 2017-Present	
Experience Burnsville, Burnsville, MN
[bookmark: _GoBack]
· Implements, in a timely manner, assigned programs and projects of the annual strategic and marketing plan.  
· Manages Bureau’s website and social media presence. Facebook, Twitter, YouTube, LinkedIn and Instagram. possible, always direct traffic to our website for more information
· Compiles and ensures daily updates of Bureau’s and partner websites.
· Solicits, compiles and ensures editorial accuracy and partner inclusion on the Bureau’s website and corresponding niche publications.  
· Maintains accurate project records, analytics, results in a timely manner (weekly and monthly). 
· Manages relationship programs with constituents (hotels, restaurants, retailers, attractions, etc.) e.g. coupons and coupon redemptions.
· Coordinates quarterly hotel meetings (meeting location, speaker/guest, lunch sponsor, RSVPs, agenda, meeting material)
· Develops and coordinates sponsorship and supporter relationships.
· Compiles editorial content for Bureau’s annual visitors guide (electronic and print).
· Manages duties associated with the production of the Bureau’s annual coupon book.
· Represents Bureau during select partnership and membership meetings.
· Manages Bureau’s library of collateral and images.
· Coordinates brochure rack display programs.
· Maintains a well-informed working knowledge of Burnsville hospitality representatives and attractions to ensure a unified and effective promotional brand/effort.
· Administration:
· Serves as the first point of contact for all inquiries to the office, by telephone, email, mail correspondence and walk-in visitors. 
· U.S. Mail – open incoming mail (except for Paychex and other items that look confidential) and date stamp.  Invoices can be placed in blue folder on front desk
· Manages material/collateral inventories and distribution (visitor guides, coupons, etc.).
· Works with Executive Director to distribute and manage all Request for Proposal (RFP).
· Assists with office operations including letters, reports, filing, supplies, phone calls, meeting arrangements, mail, and financial material.  
· Manages Bureau’s database/CRM.
· Assists with special projects and administrative duties as needed.
· Other duties as assigned.





Office Coordinator/Executive Assistant/Marketing Coordinator	2007- 2017
Wellington Management, Inc., St. Paul, MN

· Responsible for administrative support for President, Vice Presidents and Property Managers; IT support; Accounting and HR support; Marketing Coordination.
· Scheduling, calendaring and meeting coordination for President and Vice Presidents. 
· Coordinate 76 annual investor meetings, yearly internal budget meetings and partner communications.
· Manage lunch meeting including catering and set-up.
· Answer and screen 30 line phone system in a timely manner.
· Greet clients in a friendly and professional manner.
· Accurately maintain entire company electronic and paper recordkeeping systems. 
· Send, open and distribute mail.
· Vendor management including keeping within budget and negotiations.
· Maintain all tenant/vendor contact information.
· Order office supplies.
· Employee training on office operations.
· Help co-workers resolve all relevant IT problems including computer, printer and connectivity issues.
· Set up all new stations for new employees.
· Back up to CFO on all IT issues and support with our major server systems.
· Created company database using Microsoft Outlook.
· Support Accounting and VP of HR reconciling monthly bank statement using Sage Timberline software.
· Process corporate checks ensuring accurate and timely payments.
· Create and maintain all marketing flyers for 100 individual properties using Adobe InDesign, Publisher, PowerPoint, and Google Earth Pro. Each flyer includes photos of the properties and area maps showing area demographics.
· Draft and distribute press releases to local news outlets. Design and manage ads for local publications.
· Manage professional photographer ensure photos of properties are up to date and high resolution.
· Assisted in the rebranding of the company including logo and mission statement.
· Manage and maintain all social media networks including Facebook, Instagram, Twitter, You Tube, Google+ and LinkedIn. This includes all posted content, photos and provides breakdowns of analytics for each platform to track performance.
· Manage social media advertising campaigns using organic search and paid search.
· Plan events for large scale corporate functions, community events and B2B networking events. Includes vendor management, budget management, set up/tear downs and crowd flow.
· Set up opportunities for employees to participate in corporate volunteer programs.
· Work with local area chamber of commerce to get the most out of our chamber membership and be engaged with the community.
· Manage and maintain company website content, graphics and performance.
· Manage, maintain and track all company commercial real estate marketing sites.
· Design large scale area maps using Google Earth and Adobe InDesign to provide the company with information on the surrounding areas of properties owned. 
· Manage company marketing budget.





Teller/Personal Banker	2006-2007
Bank Cherokee, St. Paul, MN
· Complete all transactions in an accurate and timely manner and cross-sell products the bank offered to not only benefit the bank but the customer as well and to make each experience a positive one.

Sales/Customer Service/Bridal Consultant 	2002-2006 	
Bed, Bath and Beyond	, Woodbury, MN		
· Assist customers with finding merchandise and give guests advice on the interior design of their rooms and the merchandise that would be the most effective in their homes. 
· Assist bridal couples in creating their registry and make the process as fun and stress-free as possible; this requires sales and organizational skills.

COMPUTER EXPERIENCE:
Proficient with Microsoft Outlook, Word, Excel, Publisher, PowerPoint, Adobe InDesign, Google Earth, IDSS, Sage Product Timberline, ITI bank systems including, Navigator, EZ Teller, ITI Director and Platform. 

ADDITIONAL EDUCATION & EXPERIENCE:
Digital Advertising certificate from the University of St. Thomas. (2014)
Social Media Marketing certificate from the University of St. Thomas. (2015)
American Heart Association-Leadership Group of Young Professional Ambassador Program.
American Heart Association Twin Cities Heart Walk Hall of Fame Inductee. (2016)
Graduate of the St. Paul Area Chamber of Commerce Leadership St. Paul. (2015)
Leadership St. Paul Arts & Entertainment Day planning committee member (2016, 2017)
Socials member of the St. Paul Area Chamber of Commerce YPro Committee. Assist on content management for social media outlets. (2017)
Assist the Minneapolis Midtown Farmers Market on social media advertising and flyer design.
Food distributor for local, non-profit, The Sheridan Story.
Team leader/volunteer with ARC’s Value Village on event execution, set up and social media planning.

