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PROFESSIONAL SUMMARY
Strategic Marketing and Communications Consultant with a firm grasp of corporate messaging and branding.
Possesses a strong work ethic, as well as exceptional writing, editing and research skills. Results-oriented
and talented at public speaking and presentation development. Driven Executive Assistant adept at
developing and maintaining detailed administrative and procedural processes that reduce redundancy,
improve accuracy and efficiency and achieve organizational objectives. Results-oriented Human Resources
Executive with broad experience in all areas of HR, including policy development, performance management
and benefits administration. Talented sales professional effective at multi-tasking and reaching sales targets
through building loyalty and long-term relationships with customers.
SKILLS
Critical thinking

Exceptional workflow management
Excellent planner and coordinator

Executive-level presentations
Superior verbal, written, and interpersonal

Quantitative and qualitative market research
communication skills
Fluent in Arabic and English
Audit preparation and reporting
WORK HISTORY
Executive Assistant, 07/2015 to Current
Alfatih T. Abdalla – Dubai, United Arab Emirates
Managed the Minister's complex and frequently changing travel arrangements and coordinated the
pre-planning of trips.
Managed external contacts for the Minister and kept track of periodic communication needed for priority
contacts.
Conducted research to prepare, gather and proof briefing materials, agendas and decks for all
executive-level meetings.
Greeted visitors entering the office, determined the nature and purpose of visit and directed them to the
appropriate destination.
Supported the human resources department in the annual employee review process to manage performance
merit increases.

Distributed company-wide announcements, booked conference rooms and coordinated catering for
annual staff development forum.
Executive Client Service Representative, 12/2014 to 06/2015
Alorica – Colorado Springs, CO
Conducted performance reviews for all Customer Service Representatives to reduce resolution time and
improve customer satisfaction rates.
Prepared reports and communication for senior management and clients.
Managed customer calls effectively and efficiently in a complex, fast-paced and challenging call center
environment.
Analyzed call volume and average call time to monitor Customer Service Representative performance and
productivity.
Initiated operations improvements to improve overall call center productivity.
Client Relations Representative, 12/2013 to 06/2014
A.I.G Life – Colorado Springs, CO
Shadowed employees to determine an accurate description of the duties and skills required for each
position.
Built a comprehensive employee recruiting strategy.
Served as company representative at University of Colorado to promote company objectives.
Calculated quotes and educated potential clients on insurance options.
Collected, analyzed and validated all agency commissions.
Analyzed sales volume, retention and loss ratio trends to identify areas for improvement.
Executive Communication Consultant, 12/2012 to 12/2013
Trinity Brewing Company – Colorado Springs, CO
Coordinated news releases, media responses, press packets and placement of stories in national trade
publications.
Drafted and managed print, online and social media communications designed to promote company brand,
image and values.
Planned and launched innovative, creative and effective communications campaigns, such as Green-Time,
which resulted in 18% higher profits.
Served as the primary point of contact for incoming media calls, including requests for meetings and
interviews with company executives and experts.
Reviewed human resource paperwork for accuracy and completeness by verifying, collecting and
correcting additional data.
Executive Customer Service Representative, 10/2010 to 09/2012
B&H – Colorado Springs, CO
Directed and coordinated marketing activities and policies to promote products and services.
Developed highly empathetic client relationships and earned a reputation for exceeding service standard
goals.
Updated customer orders from start to finish in an accurate and timely manner.
Executed in-season pricing strategies, including promotions and markdowns to reach financial targets of
$134,000.
Monitored cash drawers in multiple checkout stations to ensure adequate cash supply.
Communicated sales promotions to customers to grow average customer account size by 47%.
Documented procedures, identified areas to improve internal controls and gain additional efficiency and
implemented policy changes.
EDUCATION
Bachelor of Arts: Strategic and Organizational Communication, May 2013
University of Colorado - Colorado Springs, CO
Minor in Sociology
Student government representative
Business, Integrated Marketing, Communication, and Advertising coursework









