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SUMMARY OF QUALIFICATIONS
A dedicated professional with a commitment to excellence.  Skills include:
· Strong oral and written communications skills, as well as presentation skills 

· Proven track record of juggling multiple tasks with deadlines 

· Recognized talent for bringing people together to work for the common good of the organization
· Accomplished team–builder and motivator; effective at chairing committees and gaining buy-in
· Demonstrated expertise in working with all levels of an organization, from entry level to senior management
· Ability to develop programs from concept to reality; skilled at data analysis and problem solving
· Known as a loyal employee who consistently exceeds expectations
· Well-rounded educational background; well-versed in computers and proficient in most software

EXPERIENCE
1995-2002     SUNTRUST BANKS, INC.
2001-2002     Vice President, Community Relations and Communications Manager, Marketing, Nashville, TN
· Served as senior writer for SunTrust Bank, Nashville. Wrote memos and correspondence for CEO. Managed bank’s employee newsletters and communications. Supervised editor of newsletters and maintained ultimate responsibility for content and design.
· Chaired bank’s Contributions Committee. Managed $890,000 contributions budget and determined how dollars would be spent.  Wrote commitment letters to agencies and organizations, responded to ongoing contributions requests, researched agencies, met with executive directors, and presented recommendations to committee.
· Oversaw bank’s United Way budget, communicated with United Way contact and kept up-to-date spreadsheet of dollar allocation.  Chaired communications for United Way campaign.
· Served as Marketing Account Executive for the bank’s Trust and Investment Services, Retail Banking, and Mortgage divisions. Provided sales support and planned special events.  Played instrumental role in new business development and client retention.
· Produced quarterly officers’ meetings. Secured keynote speakers, planned agendas, created and organized PowerPoint presentations, arranged receptions, finalized details with CEO, and advertised meeting bankwide.   
· Instituted “Pats on the Back,” bank’s employee morale program.  Rewarded employees via newsletters and concert/movie tickets.  Program resulted in increased employee involvement and productivity.
· Chaired Community Reinvestment Act (CRA) Marketing Committee. Committee worked on marketing-related projects to ensure bank was in compliance with CRA guidelines.
1999-2001     Assistant Vice President, Internal Communications Coordinator, Marketing, Nashville, TN
· Conceptualized and launched bank’s first web-based employee newsletter.

· Wrote, edited, designed, and published employee newsletters, print (bi-monthly) and web-based (bi-weekly).

· Chaired Internal Communications Committee.  Committee was vital to cross-departmental collaboration.
· Wrote press releases and submitted to local newspapers for publication.
· Chaired communications for United Way campaign committee and SunTrust Community Action Team; wrote memos and correspondence from CEO and provided input for goals.  Wrote and published special United Way edition of newsletter.
· Managed bank ticket distribution plan to reward employees for jobs well done.
· Served as liaison to bank’s lines of business and provided sales support to officers.
1997-1999     Marketing Officer, Marketing Analyst, Marketing, Nashville, TN
· Made presentations to officers in the Retail, Private Banking, and Commercial Banking divisions on the MCIF (Marketing Customer Information File) database. Traveled to regional offices around the state.

· Taught MCIF classes to relationship managers.  Illustrated how to use MCIF reports to strengthen customer relationships, boost sales, and increase profitability. 
· Supported product sales campaigns by formulating data mining strategies and methods to improve cross-sales.  
· Analyzed MCIF reports and made recommendations to senior management.
· Served as MCIF liaison. Worked with officers in one-on-one coaching sessions.  
1996-1997    Trust Associate, Trust and Investment Services, Nashville, TN
· Graduated from Trust and Investments Management Training program. Completed on-the-job and classroom training. Attended client calls and gained knowledge of relationship management.

· Interviewed trust officers and bankers about client relationship management, identified sources of personal trust referrals and presented results to senior management.

1995-1996    Management Associate, Knoxville, TN
· Graduated from Credit Management Training program.   Completed on-the-job and classroom training.  Attended client calls and gained knowledge of relationship management.

· Designed and implemented mystery shopper service quality program for bank tellers and financial sales consultants.  Analyzed results of study and presented results improving service quality to senior management.
· Performed analysis of local competition and presented to senior management.
· Administered cost-saving, efficiency-improvement campaign.  Presented ideas to CEO. 
· Edited and wrote articles for employee newsletter.
1992-1993     BOULT, CUMMINGS, CONNERS AND BERRY, Runner, Nashville, TN

· Organized, scheduled and delivered legal documents.
EDUCATION
1993-1995     UNIVERSITY OF TENNESSEE, Knoxville, TN

                      Masters in Business Administration, Marketing, Finance, May 1995, GPA 3.9/4.0
1988-1992      VANDERBILT UNIVERSITY, Nashville, TN

                       Bachelor of Arts, Philosophy, May 1992, GPA 3.2/4.0

COMMUNITY ACTIVITIES 
· Harding Academy, Room Parent, 2008-2009 and 2009-2010, Evergreens Committee, 2008-2010, Evergreens Step-Up Chair, 2011, Classroom Volunteer, 2008-2010
· Hands On Nashville, Volunteer, 2010

· Power of the Purse Committee, The Community Foundation of Middle Tennessee, 2010

· St. George’s Kindergarten and Mother’s Day Out, Volunteer, 2002-2008
· Public Relations Society of America, Member,1999-2001
· Junior League of Nashville, Member, 1997-2002

· United Way Sennet Society, Member, 1998-2001, Prospect Event Chair, 2000-2001, Special Events Committee, 2000-2001, Corporate Recruitment Committee, 2000-2001 
· United Way Marketing Committee, Member, 2000-2002

· Nashville Area Junior Chamber of Commerce, Member, 1997-2000

