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EDUCATION/CERTIFICATIONS:
· Bachelor of Art in Communications (3.98 GPA), George Mason University, May 2018
· Google Analytics & Digital Marketing Certifications, NOVA Community College, 2020
CORE COMPETENCIES:
· Social Media Platforms: Twitter, Facebook, Instagram, LinkedIn
· Data Analysis: Salesforce, Google Analytics, Statistical Analysis System (SAS), Statware Powerlist, Direct Support Systems, Wide Orbit, Dealmaker, Microsoft Excel (Pivot tables, V-Lookups, H-Lookups, VBAs),
· Technical Writing: Microsoft Word, Grammarly, Adobe Photoshop & Reader, Windows Snipping Tool, Microsoft PowerPoint
				
CONTINUEING EDUCATION:
Northern Virginia Community College
· ITP 137 	Programming IOS Devices 						Spring 2023
· ITD 132 	Structured Language Query 						Fall 2022
· CON 101 	Shaping Business Arrangements 					Spring 2021
· CON 216 	Legal Considerations Contracting 					Spring 2021
· CON 104 	FAR Fundamentals I 							Fall 2020
WORK EXPERIENCE:

Administrative Assistant 						July 2023 - Present
Estate Docs Pro, Remote 

· Created articles for the Company website in order to assist users with their FAQs and built out the amount of content that is on the website
· Assist CEO of the Company via Excel with ensuring financial documents were up to date and correctly entered into the necessary cells
· Created intro and outro video bumpers for various clients per the CEO’s request
· Ensured quality control of all tasks performed as well as noted any errors that appeared on clien’ts websites
· Perform data entry for client’s records on a daily basis
· Perform other administrative tasks as assigned 

Manager of Sales and Marketing 				May 2022 – April 2023
Aza Logistics, LLC Arlington VA 					

· Spoke with existing and potential clients daily via multi-channel telephones and email
· Negotiated pricing, quantity of goods, and other metrics with suppliers as needed
· Created monthly reports discussing the growth of the business and progress with various clients 
· Performed daily database management and troubleshooting 
· Created and Manually Filled Data into Pivot tables

Coordinator of Digital Ad Operations and Sales                              November 2021 – March 2022
Direct TV, New York, NY  (contractor position)	
· Managed client accounts including one account generating $1 million a week in revenue.
· Entered advertisement data into DealMaker & utilized Wide Orbit software to maintain data integrity/accuracy of orders.
· Performed copywriting activities to specifically market existing products to prospective clients.
Operations Associate							         March – August 2021
Tahirih Justice Center, Falls Church, VA  (contractor position) 	
· Updated donor profiles into Salesforce and created Excel reports detailing donor activity during specific fund-raising events.
· Wrote reports on the immigration history of the DC, Maryland, and Northern Virginia areas to convey to potential donors the need to continue their support of this Nonprofit’s services.
· Analyzed philanthropy trends in various donor sectors to better target specific organizations for donation requests.
· Compiled lists of foundations and grant proposals that presented opportunities for donor solicitations and completed in-house grant application proposals to increase revenue.
Account Manager	     March 2019 – March 2020
Delta Group, Annandale, VA  (company employee)
· Received and processed purchase order requests into Statware Powerlist for subsequent release of data and billing statements. This reduced billing processing time by 20% while creating historical data.
· Negotiated contract terms of agreement to include pricing, availability, duration of access, and exchange of data requests with clients.
· Created proforma client invoices. 
· Monitored client activities to ensure contract terms were met.
· Created PowerPoint presentations in support of CEO communications with clients.
· Compared and evaluated offers from suppliers and provided recommendations to the CEO on offer feasibility and possible overlap with existing products.
· Using Google Analytics, evaluated the ROI and effectiveness of mail packages and the possible need to update or replace packages or lists.
· Managed customer accounts by reviewing and mitigating discrepancies and collaborating with account holders, while managing the calendars associated with each account.
· Performed daily database record management to ensure data integrity and accuracy.
· Researched marketing campaigns and strategies for achieving company growth, resulting in an annual growth rate of 25%.

Receptionist/Office Administrator	August 2018 – January 2019
Sandground, West, Silek & Raminpour PLC, Vienna, VA  (company employee)
· Directed incoming callers to appropriate company personnel departments.
· Sorted and distributed mail correspondence between departments, personnel, and the US Post Office.
· Prepared documents for paralegals, Dep’t. of Human Resources, Clerks of the Court, various courts houses, and clients.
· Managed one partner’s personal calendar and scheduled conference meetings for all partners
Content Writer & Social Media Intern                                                             January – April 2018
Motivf, Arlington, VA
· Wrote 50+ long form articles summarizing topics based off both social and traditional media analysis.
· Created daily social media content with consistent content and tone, resulting in a 75% increase in traffic across all the company’s social media accounts.
· Managed social media platforms during internship, including Twitter, Facebook, and Instagram.
· Using Search Engine Optimization (SEO) best practices, improved page content, keyword relevancy, and branding recognition while providing the ability to track and analyze social media and online marketing initiatives.
· Researched, wrote, and presented findings weekly to over 50 employees and 5 supervisors.
