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 Experience

November 2008 – Current

Tabs Direct



Stafford, TX

Account Coordinator

· Hired back at Tabs Direct even though they were under a hiring freeze
· Continued to provide excellent service to our clients
· Primary focus shifted from print-only clients to fundraising clients
· All duties as outlined below
August 2008 – November 2008
Keystone Resources


Houston, TX

Production Coordinator

· Coordinated with clients, graphic designer and president
· Responsible for quality assurance/quality control and proofing of all jobs
· Attended press checks

· Brainstormed with graphic designer for ideas, concepts, etc.
· Followed-up with clients regarding project updates and approval
· Researched information for client projects
· Requested all quotes for printing and quoted prices to clients  

· Managed the schedule for meetings with clients, graphic designer and president

· Made occasional text changes in Indesign

· Prepared press-ready PDFs

· Entered new projects and clients into system

· Tracked billable time

· Handled tight deadlines in a fast-paced environment

June 2007 – August 2008

Tabs Direct



Stafford, TX

Account Coordinator

· Coordinated with clients and the print shop, laser room, lettershop, bindery and mail processing departments to ensure that all jobs were being produced according to the client’s specifications
· Managed print-only jobs from the Dallas facility and assisted with multiple commercial and fundraising accounts 
· Proofread all materials before sending them out the client for approval
· Approved bluelines prior to a job being plated for press
· Attended press checks, which included heavy client interaction
· Ensured that each direct mail piece met postal regulations
· Created draw-outs and insert samples for each job 
· Coordinated with outside file processors to assist clients with merge/purges and NCOA’s
· Attended daily production meetings to follow the progress of all jobs in the facility
· Maintained and nurtured client relationships
July 2006 – March 2007
Worldwide Opportunities on Organic Farms
    Pahoa, HI
Organic Farmer
· Volunteered at three different work-trade farms on the Big Island of Hawaii performing general farming tasks
· Learned first-hand about organic growing techniques and sustainable living

August 2003 – July 2006

Southwest Art Magazine

Houston, TX

Production Coordinator

· Promoted to Production Coordinator in May 2005
· Offered design suggestions to advertisers (color, placement, etc.)
· Worked side-by-side with the Graphic Designer by discussing the advertisers needs from start to finish
· Proofread all ads and faxed/e-mailed ads to advertisers for approval
· Assisted Production Director with layout of ads in the magazine
· Proofread final pages of the magazine prior to press
· Coordinated with Sales Managers regarding the layout and placement of special advertising sections
· Researched problems brought up by advertisers to ensure their satisfaction in the future
Advertising Coordinator
· Entered advertising contracts and orders into our job tracking program (AdMate)
· Provided information to advertisers regarding material requirements
· Assisted Production Coordinator with faxing proofs to advertisers
· Ran daily/weekly/monthly reports for Publisher, Editor & Sales Managers
· Contacted advertisers to ensure receipt of production materials
· Supported Sales Managers by sending reports regarding advertiser history and sending media kits to prospective advertisers
· Returned advertising materials via UPS after the magazine went to press
March 2002 – April 2003

MS Legal Search, LLC


Houston, TX 

Administrative Assistant

· Provided administrative support to the two partners of a legal staffing firm
· Scouted potential clients and candidates utilizing the internet and cold calling
· Answered telephones, scheduled appointments and greeted candidates

· Heavy data entry

· Defined job descriptions and posted them to the website

November 2001 – March 2002       
Wright & Associates


 Bellaire, TX 

Legal Secretary

· Secretary to attorney at an estate planning and probate firm

· Dictated and composed documents

· Proofread documents

· Extensive research regarding assets of the clients

· Assisted clients in gifting of assets to family and friends so they could become eligible for Medicaid

· Served as witness while on trips to nursing homes
· Entered billable time for attorney and self into TimeSlips
June 2000 – November 2001
The Finger Companies


Houston, TX

Administrative Assistant
· Supported Vice President of Property Management and five Regional Managers daily
· Answered phones and directed tenant issues to the appropriate person

· Processed commissions for leasing agents at 20 properties

· Assisted in background check and drug screens of all new hires

· Made travel arrangements for Vice President and Regional Managers

· Ran daily/weekly/monthly reports detailing occupancy
Skills
· Mailpiece Quality Control Certified (January 2008)
· Working knowledge of  Word, WordPerfect, Excel, PowerPoint, Outlook, AdMate & 
· PrintStream
· Type 60+ wpm, ten key by touch
