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Experience Overview	

· Executive Administrative: 11 years
· Marketing – Project Management: 5 years
· Sales:  6 years 						
	
[bookmark: _Hlk507414488]skills 
· Strong Organization & Multitasking
· Confidentiality Committed
· Independent Self-Starter 
· Collaborative Professional
· Office Management
· Employee Training
· Time Management
· Project & Budget Management
· Calendar & Phone Management
· Microsoft Office, Excel, Skype, Windows, Power Point, Concur
· Event Planning
· Travel Arrangements & Expense Reimbursement
· Vendor Relations Management & Negotiation
· Inventory & Fulfillment Management
· New Business Development
· Client, Time & Vendor Billing, Invoicing
· Print Buying
· Solution Sales
· Research & Networking
· Microsoft Office 365 | Word | Outlook | Skype | Kronos | Concur | Excel | Power Point | 				Laserfiche | Sherpa CRM database | Dynamics CRM database | QuickBooks
	



Experience
Marketing Manager | Office Manager 
VIRE Tech, LLC., Oakbrook Terrace, Illinois - 12/2016-Present
· Hire and train new employees
· Manage Sales and Engineering Teams – Headquarter Location
· Head company in logo rebranding and production of marketing materials
· Confidentiality of Corporate and Employee documents
· Sales Training
· Marketing Campaigns
· Digital Media Blog Writing
· New Business Development
· Customer Service
· Preparation of internal company documents, proposals, presentations
· Vendor Relations
· Invoicing

Grand Opening Visual Marketing Specialist | Prestige Sales
ULTA Beauty Corporation, Bolingbrook, Illinois – 10/2003-08/2016 
· Manage over 12,000 visual graphics to Grand Opening Stores, Remodels, Relocations, Boutiques, Closings
· Inventory Replenishment
· Print Buyer
· Plano-gram and construction store layout drawings
· Vendor Management of Direct Shipping to Grand Opening Stores
· Work with Merchants on promotional signing offers in Grand Opening Stores
· Own Grand Opening Promo Planner Creation & Execution
· Maintain Grand Opening Visual Budget
· Manage Shipping Budget
· Manage Print Vendor Relations
· Build, manage and execute Grand Opening/Construction/Remodel/Relocation New Brand Marketing
· Client Development | Relations
· Training in setting new store through Grand Opening
· Exceptional Customer Service
· Sales
· Educational Training on 100 + Prestige Brands and product lines
· Plano-gram Implementation
· Inventory | Stock replenishment
· Ulta Guest Loyalty Rewards | Cashier
· Feedback of Corporate Testing in Store working with Corporate Partners
		Accomplishments: Reduced shipping costs by thirty-two percent by creating store specific sign 			packages reducing items shipped, inventory levels, and print costs.


Account Manager | Office Coordinator
Proven Business Systems, Downers Grove, Illinois - 06/2011-08/2014
· New Business Development | Client Relations & Management
· Branch Office Coordinator
· Solutions Development & Client Implementation and Training
· Branch Event Planner – Clients and New Business
Accomplishments: Laserfiche Solutions Sales Leader in the implementation of work flow solutions in Illinois School Districts. 

Office Manager | Executive Legal Assistant 
Petti, Murphy & Associates, Orland Park, Illinois 06/2000-10/2003
· Corporate Law
· Divorce Law
· Client Billing
· Attorney Time Management | Billing
· New Client Interview
· Deposition Preparation and Transcription
· Legal Document Filings
· Client Correspondence
· Vendor Relations
· Travel and expense reimbursement
· Maintain Attorney Calendar
· Manage office supplies | Postage Supply
Accomplishments: Proposed increased billing rate comparable to attorney experience, expertise, and community statistics, increasing billing revenue by thirty-six percent.

Executive Legal Assistant
Sidley & Austin, Chicago, Illinois - 06/1996-10/1999
· Defense Medical Malpractice Litigation working with Senior Specialty Attorney in Breast Implant and Asbestos Law
· Deposition Preparation and Transcription
· Legal Document Filings – Daley Center
· Case Law Research
· Client Correspondence
· File Management
· Heavy Travel Arrangements
· Work closely with co-counsel(s)
· Heavy Calendar and Phone Management
· Summer Associate Volunteer – Annually
· Mock Trial Volunteer – Annually
· Recruitment Assistant – Summer Associate Program
· Attorney Time Billing
· Assist Legal Floor Administrator in executing overflow work in various departments
Accomplishments: Proposed cost-effective solution in the management of legal documentation and storage.
  
Executive Legal Assistant 
Swanson, Martin & Bell, Chicago, Illinois - 08/1993-06/1996
· Defense Medical Malpractice Litigation
· Deposition Preparation and Transcription
· Legal Document Filings – Daley Center
· Case Law Research
· File Management
· Calendar Management
· Trial Preparation
· Travel Arrangements and Reimbursements
· Attorney Time Billing
· Preparation of Appellate Court Briefs & Filings
Accomplishments: Decreased thirty percent of office expenditures by implementing needed controls on supplies, and stock by implementing standardized ordering procedures.
 
Executive Legal Assistant 
Cohn, Lambert, Ryan & Schneider, Chicago, Illinois - 08/1988-08/1993  
· Petitioner | Workmen Compensation Law
· New Client Interview
· Settlement Check Disbursement
· Annual Inventory Management
· Attorney Time Billing
· Assistance in new Corporate Brochure Development
· Calendar Management
· Legal Document Filings
· Deposition Transcription
· Trail Preparation
· Travel Arrangements and Reimbursements
· Manage and Maintain Office Supplies
Accomplishments: Decreased twenty-one percent of office expenditures by implementing needed controls on supplies, postage usage, and stock.

Senior Marketing Executive Assistant 
Eagle Construction Corporation, Lemont, Illinois - 08/1987-08/1988
· Marketing Project Manager | Executive Assistant to Senior VP and Director of Marketing
· Preparation & Presentation of Bid Proposals working closely with Construction Project Managers and
· Architects
· Vendor Relations
· Marketing Campaigns | Corporate Brochure Development
· Billing
· Travel Reimbursement
· Calendar Management
Accomplishments: Improved response-rate(s) by twenty-seven percent in direct marketing campaigns by selecting specific mass-mailing projects formerly outsourced, in-house.


Training & certificates 
· DocuWare Certificate – 2011, 2012, 2013
· Laserfiche Training Certificate - 2012
· Canon Boot Camp Certificate – 2011
· Canon Sales Training Certificate – 2011
· Huthwaite Sales Training Certificate - 2012
· Notary Certificate – 1992 thru 2007
· ULTA Cosmetics – Retail sales training including light management training, continued education classes, meetings, and seminars of new products and sales techniques
· BCRF Committee Member

References

1. Aaron Shepley
Centegra Health
D: (815) 245-6312
E: atshepley@centegra.com

2. Judge Barbara (Bobbi) Petrungaro
Will County Courts
D: (815) 727-8941
E: judgepetrungaro@willcountyillinois.com

3. Maja Eaton
Sidley & Austin
D: (312) 853-7123
E: meaton@sidley.com

4. Robert Hanaford
Law Offices of Robert H. Hanaford
D: (312) 636-4807
E: rhanaford@hanafordlaw.com
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