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e Assists with digital marketing and new customer acquisition.

Tegumen, LLC January 2016- December 2018
Administrative Assistant

e Provided administrative support to Owner/CEO.
e Managed invoicing, accounts payable, and bank reconciliations.
e Contributed to routine and exceptional customer support efforts and initiatives.
e Performed customer service and campaign marketing using Mailchimp software.
e Planned all business travel and events
Cake- Chicago Bakery, Chicago, IL. February 2011- November 2015

Administrative Assistant

e Provided all administrative support to owner/chef.

Customer relationship manager and lead contact to all clients, including vendors, brides and grooms,
planners, and venues.

Handled all billing entry, contracts, and invoicing in accounting software (Quickbooks).

Developed and maintained business calendar system for tracking of all events.

Supervised all inventory management practices.

Led new and existing customer efforts.

Handled all media and public relation inquiries.

Led online and social media marketing.
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LG Capital Partners, Miami FL April 2007 — July 2008
Administrative Assistant/Accounting Clerk

e Provided administrative support to senior-level executives.
- Organizing all travel, hotel, and transportation.
- Assisted with preparation of Board presentation materials.
e Assisted controller with accounting, financial analysis, and reporting activities
- Projects included accounting functions, bank reconciliations, and improvement of general
accounting processes and implementation of new software.
- Assisted in preparation and completion of quarterly financial reports.
* Organized and coordinated the execution and delivery of final closing documentation.
e Coordinated office reports, forms, and telephone and mail operations.
e In charge of procurement of all office equipment, supplies, and furniture.

Seacoast Construction, Miami FL December 2005 - April 2007
Customer Service & Project Management Assistant

On-site Assistant Project Manager of a $10M development project, communicating directly with buyers and

subcontractors to facilitate process. Efficiently served as primary liaison between owners and builder throughout
completion of project.

Atlantis Development, Miami FL January 2004 - April 2007
Sales & Marketing Representative

Performed multi-faceted office management functions, including closing sales on multiple residential units,
executing contracts, reservation agreements, and providing comprehensive information to potential buyers.

Ford Models, New York; Next Model Management (other) Fashion Model 1985 — 2004

e Accumulated vast experience in public relations, working with innumerable clients across cultures and
industry sectors, as well as in all aspects of managing an independent professional career.

Computer Knowledge: QuickBooks, Microsoft Office, Windows and Mac operating systems



