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Qualification Summary

Marketing Management professional with strong organizational, technical, and interpersonal skills. My consistent performance at a level of excellence is driven by my strengths; Achiever – high stamina and efficient productivity, Learner – continuous improvement, Responsible – psychological ownership of what I say I will do - honest & loyal, Focused – take direction, follow through, self correct to stay on track, and prioritize, Belief – guided by core values. 

Capabilities include:

● Small Business Management
 
● Desktop Publishing
 

● Graphic and Web Design

● Corporate Training & Manuals
● Database Management

● Word Processing

● Accounting/Billing

● Technical and Network Troubleshooting
● Email Marketing Campaigns

Experience Highlights

Management & Supervision

● Recruited, trained, and supervised a paid and volunteer staff of 90 persons and improved production from one of the lowest regional offices in the state to #1 in service to 60 & under clients and #3 for 60 & over.

● Awarded a best in state award to honor the Marketing and Advertising efforts I brought to the non-profit sector.

● Provided Training and Developed manuals for Cavanaugh’s Hotels sales staff to up-sell their Broadway Play Series, Microsoft Desktop User Assistance writers, editors, and desktop publishers for the new documentation template, Bureau of Education and Research executive staff and Windermere Real Estate Colville Realtors for new programs.

● Performed monthly financial planning, contract billing, monthly reports, purchasing, and contract auditing.

Design & Publishing

● Website Design and Maintenance for BER.org, ArgonneAgency.com, UHSCU.org, WindermereColville.com, & more.

● Graphic Design of Postcards, Brochures, Newsletters, Flyers, Advertisements in playbills, newspapers, & magazines

● Publishing of 1,000 + recipient monthly newsletter mailings and email marketing campaigns, 2,500+ seminars a year brochure creation, output, & marketing tracking, 4800+ Quarterly Postcard mailings, 16 Operating Systems “Getting Started Guides” and code clean up and validation of Online Help documents.

● Copywriting for radio, print, & Internet advertisements, websites, brochures, newsletters, training manuals, playbills.

Business Development & Customer Service

● Developed, evaluated statistics, and generated monthly and annual reports for corporate and sales evaluation.

● Sales calls to travel agents & promoters and developed rooms contracts for specialty hotel/entertainment packages.

● Business management functions including account management of private water system, vacation rentals, housing rentals, timber management, and real estate brokerage.

● Database management, bulk mailing, market research, new technology evaluation, software & hardware troubleshooting

Employment History

PR/Business Development Specialist, United Health Services Credit Union, Spokane, WA, 10/06 – Present
CREATIVE DIRECTOR, Heaton Design and E-commerce, Spokane, WA, 01/2003 – Present

AREA PROGRAM MANAGER, Volunteer Chore Services, Colville, WA, 05/2001 – 01/2003

ASSISTANT HEAD COACH, Colville High School Baseball, Colville, WA, 02-05/2001 & 02-05/2002

DESKTOP PUBLISHER, Saltmine LLC (on contract at Microsoft), Redmond, WA, 01/2000 – 01/2001

MARKETING SPECIALIST, Bureau of Education and Research, Bellevue, WA, 01/1998 – 01/2000

SALES ASSISTANT MANAGER, WestCoast Hotels, Bellevue, WA, 06/1997 – 01/1998

ADVERTISING & SALES ASS’T MANAGER, Goodale and Barbieri Companies, Spokane, WA, 06/1996 – 06/1997

Education

Eastern Washington University, Bachelor of Science, Communication Studies, 1996

   Emphasis: Organizational Communications
Minors: Government and Psychology

● Eastern Washington University President’s List and Dean's List & The National Dean's List

Employment Descriptions:

Public Relations/Business Development Specialist, United Health Services Credit Union, Spokane, WA    

Responsible for the administration of services to Employee Groups and the recruitment and retention of new Employee Groups.

Create new informational pages and maintain the company website, www.uhscu.org and design and maintain, ArgonneAgency.com.

Development, production, and tracking of new marketing campaigns and all promotional materials used for marketing purposes including lobby PowerPoint presentations, newsletters, inserts, posters, flyers, membership cards, birthday cards. 

Creative Director, Heaton Design and E-commerce (www.geocities.com/heatondande), Spokane, WA

     

Business consultant for Ron Matney providing business analysis and planning, documentation preparation, graphic design, and web site design (littlemoose.net) for his business ventures including Windermere Real Estate Broker/Owner, Property Management, private lake fly fishing/vacation cabins, private water system, and Timber Management.

Technical consultant for Windermere Real Estate Colville providing full-scale E-commerce solutions utilizing graphic design, web site design (windermerecolville.com & windermererepublic.com), copy writing for bi-monthly newsletter and weekly radio advertisements, and network administration. 

Technical consultant for Tri-County Community Health Fund and Vision Multimedia providing corporate identity solutions; Search Engine Optimization, copywriting, logo creation, informative brochure design, technical support, and PowerPoint presentations. 

Area Program Manager, Catholic Charities Volunteer Chore Services, Colville, WA


 

Responsible for the daily chore service functions designed to enable persons of 60 and over and adults with disability to maintain health and dignity by remaining in their homes and creating connections with their community. 

Responsible for the monthly financial planning, contract billing, monthly reports, purchasing and contract auditing.

Manager of a staff of 50 employees and volunteers that is the third highest producing volunteer program for 60 and over


Clients (King, Snohomish counties in comparison to Stevens county) and the most productive program for 60 and under


Clients in the state of Washington.

Created a successful, extensive business analysis of the needs of the Tri-County area and the accomplishments of Volunteer Chore Services in Tri-County and what affect on the program budget cuts would cause as a Legislative Defense to proposed budget cuts by the Washington State Legislature to VCS in the entire State that helped avoid any cuts to the program in the entire State.

Desktop Publisher (on contract at Microsoft), Saltmine LLC, Bellevue, WA


         
Responsible for the design, development, and implementation of the MSDN Templates User’s Manual and MSDN Template Training Presentation in PowerPoint for Desktop UA.

Responsible for compiling, neutralizing, and validating documents for production passes for SP1 and OPK.

Responsible for the English, German, Hebrew, and Arabic Whistler Getting Started Guides: Personal and Professional Versions (Retail and OEM totaling 16 books) preparing documents to standards for the Technical Integrity Check(TIC). 

Responsible for online documents including: Windows OEM Preinstallation Kit for Whistler and Vancouver Releases, Internet Explorer Admin Kit (IEAK), IEAK AVS, Whistler Online Help with job tasks of code clean up and validation

Desktop Publishing/Marketing Specialist, Bureau of Education & Research, Bellevue, WA
         
Responsible for the design and output of brochures for 2,500+ seminars annually.

Responsible for the layout and production of the corporate newsletter.

Developed a training manual and instructed employees on the use of MapInfo.

Responsible for the daily HTML editing of the company website.

Responsible for the evaluation and recommendation of new technology product purchases.

Advertising and Sales Assistant Manager, Goodale and Barbieri Companies, Spokane, WA
     
Designed advertisements, structured text, and wrote copy within the playbills.

Wrote copy and designed advertisements used in brochures, newspapers, magazines, and on the Internet.

Developed tracking procedures of contact with prospective and current advertisers and mailing lists to efficiently contact Season ticket holders, prospective ticket holders, advertisers, and media contacts.

Created a new, year round Shopping Package, which resulted in participation by 42 area retailers.

Developed flyers and brochures to market Cavanaugh’s Inns Hotel Chain and Restaurants and Lounges, and G & B Presents Best of Broadway Series, made sales calls to travel agents and promoters, and developed rooms’ contracts for group and tour packages.

Trained the entire sales staff on the proper way to sell the package.

