Andrea M. Smith
P.O. Box 999  Anytown, VT 05000  (802) 000-0000 Andrea.Smith@gmail.com
Objective
Enthusiastic candidate for full-time Marketing Coordinator position with a company committed to socially responsible business initiatives.

Summary of Qualifications
Marketing Skills: Well-suited for customer service and building customer relationships.  Effective skills in networking and sales.  Strong creative skills.  Knowledge of the advertising field through successful completion of courses focusing on brand image, print concepts, and marketing strategies.  Basic graphic design skills using Photoshop and Illustrator.

Business Skills: Successful completion of team building and leadership courses.  Exposure to accounting principles and economic modeling, which have helped me to better understand business structure and strategies. 

Computer Skills: Strong keyboarding skills; proficient in MS Word, Access, Excel, PowerPoint, Windows, Photoshop; basic knowledge of Illustrator and Image Ready; experience with Internet searching. 

Personal Attributes: Enthusiastic, outgoing, extremely organized, responsible, reliable, good team player, demonstrate a positive, friendly attitude. 

Education
Bachelor’s Degree in Business; focus in Marketing
                           Anticipated 12/xx        

Champlain College, Burlington, VT

♦
Maintained 3.45 GPA (4.0 scale)

Internship Experience
Consumer Direct Internship
 8/xx-12/xx
Green Mountain Coffee Roasters, Waterbury, VT


♦
Proofed the new GMCR web site for errors.  Worked with the company’s Web Affiliate Program, searching for new and maintaining existing online affiliate relationships.  Attended trade shows and other events to help build the GMCR image and sell Keurig One-cup Brewers.  Assisted with putting together different trade show and event projects, as well as with set-up and break-down of the events.

General Work Experience
Customer Service, Reception, Commercial Sales
5/xx-10/xx


4  Season’s Garden Center, Williston, VT

♦
Completed varied tasks within three departments at the garden center.  Assisted customers at the cash-out register, answered the phone, and performed basic administrative tasks.  Built relationships with landscapers in the Commercial Department, which enabled me to learn more about business-to-business sales.

Host
10/xx-4/xx
Uno Chicago Grill, Burlington, VT

♦
Worked in a fast-paced environment ensuring customer satisfaction while taking orders, preparing food, welcoming patrons to the restaurant and managing wait times.  Developed strong customer service skills.

Community Outreach
Silent Auction Volunteer
1/xx-5/xx


Vermont Businesses for Social Responsibility, Burlington, VT

♦
Coordinated the silent auction during VBSR’s largest event of the year--the annual conference held in May.
Solicited and coordinated auction donations, and developed valuable marketing skills--planning and coordinating special events; direct mail solicitations; telephone follow-up; and database tracking.  Made direct contact with more than 200 of VBSR’s member organizations.  Raised over $15,000 in retail value donations—the largest amount collected in the 18 years the auction has been held.

Interests
♦
Gardening 
♦
Hiking 
♦
Snowboarding
♦
Journaling
References and samples of creative work are available for review
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