Brandy L. Richardson

Phone:
(480) 664-4359

Email: brandacedawn@hotmail.com
URL: http://devonbrandyshow.tripod.com

OBJECTIVE 
A position providing the opportunity to utilize experience, training and capabilities related to Marketing and Administration.

PROFILE
Personable… works well individually or on a team


Motivated… always willing to learn new tasks and implement new projects


Talented…  quickly masters technology

EDUCATION

1998-2000 Associate of Applied Science in Marketing, Management and Sales 

 Broome Community College, Binghamton, NY 


Completed Coursework includes:

	· Direct Marketing

· Retailing

· Accounting
· Business Law
	· Human Resource Management

· Management: A Behavioral Approach

· Advertising
· Marketing and the World Wide Web


EMPLOYMENT

2001- 2002        Office Manager, DSO+ Healthcare Reimbursement Consulting

· Assisted Executive Directors by maintaining databases and creating reports/documents, scheduling appointments, coordinating meetings and keeping meeting minutes.

· Supported team of 5 collections consultants by transferring calls, distributing correspondence, forwarding and responding to emails, generating monthly invoices, and handling all returned mail.

2001    
Manager, Crawford Municipal Swimming Pool

· Supervised staff of 7 employees.

· Implemented and coordinated 1st and 2nd annual Nebraska Panhandle Lifeguard Olympics consisting of 25 contestants and 50 spectators which included fundraising, budgeting funds, handling registration and overseeing the events.

· Wrote and edited pool policy manual.

· Ordered supplies.

· Created promotional items (Ex: newspaper articles, advertisements, brochures, signs). 

· Instructed children’s swimming lessons.

2000-2001
Administrative Support Specialist, Western Community Health Resources
· Performed administrative duties for the Director, Chief Operations Officer and Special Projects coordinator.

· Assisted with planning for meetings and an annual conference consisting of 200 attendees.

· Helped to develop a public awareness campaign regarding respite care services.

· Maintained databases, typed employee handbook, and created forms for the agency and Chadron Community Hospital and Health Services.

· Assisted with grant writing.

· Updated and created websites, maintained agency’s email accounts and trained employees on the email system.

COMPUTER SKILLS 


· Microsoft Word, Powerpoint, Excel, Access, Microsoft Publisher, Microsoft Outlook, Microsoft Frontpage, WordPerfect, HTML, Internet

· Types 80 WPM


