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KEY ACCOMPLISHMENTS 
Events Planning 
· Support Senior Planner with conference logistics pre-, during, and post-event for professional associations with up to 500+ participants. 
· Negotiate contracts for meeting space, catering, transportation, and guest speakers. 
· Serve as onsite point of contact for hotel personnel and caterers, quickly addressing 
any problems. 
· Recruit volunteers to staff registration tables and information booth.  Create local area guides for distribution to conference participants and guests.  
· Assist with managing $600,000 budget.  
· Track and update registration lists, providing daily reports to senior planner. 

Marketing and Public Relations 
· Research and develop corporate sponsorships, resulting in 5 new relationships in 
only two years. 
· Designed successful marketing campaign utilizing social media to boost monetary donations, platforms include Facebook, Twitter, and LinkedIn. 
· Maintain and update account for two websites: NAMW and United Way.  Launch and manage Twitter account for Executive Director of NAWM with over 1100 followers to date.   

EMPLOYMENT HISTORY
· Project Coordinator, National Association of Widget Makers (NAWM) 
Alexandria, VA, 11/2010 – present 
· Administrative Assistant, United Way of the Capital Area 
Washington, DC, 2/2008 – 11/2010 
· Public Relations Intern, Children’s National Medical Center 
Washington, DC, 1/2006 – 4/2007 

COMPUTER SKILLS 
· Microsoft Office: Word, Excel, PowerPoint, Outlook, and Access.  
· Social Media: Facebook, Twitter, Blogging, LinkedIn. 

EDUCATION  
Certificate in Events Management, 5/2012
· The George Washington University, Washington, DC 
· Course Highlights:  Best Practices in Events Planning, Event Coordination, Risk Management: Ethical and Legal Considerations, Contract Negotiation 

Bachelor of Arts in English, Minor in Politics, 5/2007  
· The Catholic University of America, Washington, DC 
· Honors:  Catholic University Alumni and Parish Scholarships, Phi Eta Sigma (Freshman Honor Society), Sigma Tau Delta (English Honor Society) 

