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Events Manager

Self-motivated events manager with more than seven years of experience creating and executing events and overseeing volunteers. Superior attention to detail with excellent ability to foster relationships with corporations, nonprofit organizations and employees to increase engagement. Excellent critical-thinking skills.

Key skills include:
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· Event planning and execution
· Volunteer management
· Community outreach
· Corporate relations
· Project management
· Marketing
· Fundraising
· Interpersonal communication




Professional Experience

Operation Homefront, Sterling, Virginia								      2013-2015
Volunteer Manager
· Managed volunteer recruitment and retention program for the Washington, D.C. area chapter of Operation Homefront, a national nonprofit organization focused on providing assistance to military families
· Provided orientation training to more than 200 administrative, social media, fundraising and special events volunteers
· Directly supervised more than 125 special events volunteers supporting more than 40 annual events, including holiday toy drives, back-to-school supplies distribution, military homecomings and baby showers
· Oversaw the VolunteerHub software implementation process to track volunteer communication, events, schedules and hours
· Collaborated with the information technology department to develop new tool for interested volunteers to complete online, leading to a more streamlined volunteer recruitment process
· Formed a volunteer recognition program by coordinating a summer pot-luck event and adding a “Volunteer of the Month” spotlight in Operation Homefront’s online newsletter
· Created a survey tool to collect and evaluate volunteer feedback; received more than a 90 percent “highly satisfied” rating from special events volunteers who completed the survey

Owens Event Planning LLC, Colorado Springs, Colorado						      2010-2013
Events Manager
· Planned and executed a variety of events, including weddings, baby showers, military retirements and family reunions
· Managed event logistics, collaborated with vendors, reviewed contracts, created menus, developed detailed event timelines and adhered to client budgets
· Researched and conducted site visits to potential event locations
· Created and distributed proposals, fliers and brochures to market event planning company
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Charles Schwab, Moorestown, New Jersey							      2008-2010
Community Engagement Coordinator
· Administered community engagement program for Charles Schwab office consisting of 220 employees
· Coordinated first-ever Schwab Volunteer Week in 2009; identified volunteer opportunities within the local community, organized volunteer project logistics, created marketing fliers, delivered presentations to motivate employees to participate and tracked volunteer hours
· Oversaw employee volunteer time off and matching gift program; ensured employees adhered to policies and tracked matching gifts
· Ran annual United Way campaign; distributed and collected pledge forms and hand delivered completed forms to United Way office; increased employee engagement by 25 percent from previous year


Volunteer Experience

The Home Front Cares, Colorado Springs, Colorado						      2012-2013
Fundraising Volunteer
· Solicited corporate sponsorships, including The Home Depot and BAE Systems Inc., to support nonprofit organization that provides emergency grant assistance for service members in Colorado
· Supported individual giving campaign by inputting individual donor information into Salesforce database, and drafting and mailing thank you letters to donors

Habitat for Humanity of Hillsborough County Florida Inc., Tampa, Florida				      2007-2008
Customer Service and Project Management Volunteer
· Participated in four new construction home-building projects
· Organized merchandise and assisted customers at the Habitat ReStore



Education

University of Tampa, Tampa, Florida									2008
Bachelor of Arts in Communication 



Professional Affiliations

The Young Leaders Council, Member, Nashville, Tennessee



Computer Skills

Microsoft Office — Word, Excel and PowerPoint, VolunteerHub and Salesforce


