Reem 
Email:  reem.352974@2freemail.com 
A highly organised communications professional with varied and international experience.                                                                                                     
Most recent experience involves working in corporate communications at a Trade Body.                                                            
                                                                                  Additional skills include fluency in Arabic. 
Education
Sept 2012 - July 2013   Birkbeck College, University of London, Masters Degree (MA) Creative Industries - Merit 
Sept 2008 - July 2011   Kings College London (University of London) BA (Hons) English language and Communication - 2:1
Work Experience 
Communications Assistant, The Investment Association - Trade Body for Asset Managers (March 2016 – March 2017)
· Social Media management -Twitter and LinkedIn
· Created financial outputs such as financial models to support analysis and decision making
· Responsible for drafting press releases and addressing stakeholder queries 
· Working at high profile events and supporting the Head of Media Relations and Communications Director with all related PR work
· Created and developed an internal communications system for senior staff including CEO and Directors 
· Monitored and summarised daily media coverage for all staff
· Responsible for handling journalist queries and distributing all necessary information to trade and national media outlets 
· Working on-site at stakeholder events, assisting with overseeing logistics and all required vendors - managing all budgets and invoices and supporting the operations team
· Assisting the Head of Media Relations and Communications Director with all diary management, including organising internal/external meetings and conference calls 
· Setting up events and external stakeholder meetings
· Liaison with internal stakeholders and external advisors
· Representing the communications team as the main point of contact for external PR agency, Lansons
· Responsible for designing, producing and distributing monthly event leaflets and brochures - distributed to all key stakeholders
· Assisting with project management and execution of transactions/projects
· Coordinating the production of high quality marketing presentations 
Press Office Coordinator (contractor) Burberry HQ, London UK (April 2015 – February 2016) 
· Responsible for generating all sample orders for global PR markets - analysing seasonal spend for global PR markets including EMEIA 
· Daily liaison with media outlets, distributing all necessary information- press releases, trend mailers and hi- res images/look-books
· Maintaining daily correspondence with PD/vendor representatives regarding orders/shipments/invoices
· Working in partnerships with the senior manager for engagement to support the EMEIA marketing and communications programme with a focus on seasonal product pushes, festive and flagship strategies
· Developing and driving creative briefs across digital / media channels and events collateral, liaising with Global, Regional and Local teams on marketing campaign delivery and implementation 
· Responsible for creating and circulating seasonal press releases 
· Managing data maintenance and creations in the SAP data entry system
· Handling returns and booking samples in/out of the corporate hub
· Overseeing all asset creation, delivery and deployment as well as full understanding of existing assets and guidelines for use
· Interacting with UK, US, EMEIA and Asia PR teams to ensure they receive all press samples ordered and all products are goods receipted in SAP for the management of accounts payable 
Working on site at fashion show events, assisting with overseeing logistics and managing all invoices
· Ensuring the payment of suppliers and troubleshooting any potential issues with the accounts payable team 
· Responsible for ensuring all vendor invoices are dealt with in conjunction with accounts payable team
Marketing and Wholesale Assistant, Panache Lingerie North America - New York City (March 2014 - April 2015)
· Building a strong knowledge of the Panache branding and language communication strategies - maintaining social media sites, Facebook, Twitter and Instagram
· Working with clients on purchase orders and pitching the brand to potential buyers - processing all account purchase orders on the system 21 
· Responsible for sourcing new promotional opportunities for the brand- social media gifting contests, product placement and blogger activity
· Ensuring all information is distributed to customers/media personnel - look books/hi res images/campaign images 
· Collating and presenting all press coverage clippings to senior management on a monthly basis 
· Supporting the Marketing team with project and campaign deliveries- Social media images/clippings
· Representing the brand as the main point of contact for external PR agency, ANN MAGNIN INC
· data entry system
· Responsible for creating and circulating all monthly press releases 
· Working on-site at client events, assisting with overseeing logistics and all required vendors- Managing all budgets and invoices 
· Supporting the operations team with all customer deliveries, ensuring all deliveries are dispatched from the warehouse per season for all East Coast customers 
· Researching, venues, receptions and events as needed - Maintaining the client event portfolio on a monthly basis and continuously researching and sourcing new event and promotional opportunities
· Displaying and presenting/pitching collections to editors/stylists and buyers 
· Responsible for the coordination and execution of trade shows/ press previews, working on-site at events and overseeing all logistics and promotional material
· Responsible for the setup of meetings and showroom appointments for buyers/editors/stylists 
· Assisting with dispatching save-the-date information, invitations and confirmation e-mails to wholesale customers
PR Executive, Sewn Agency London – Multi - Line showroom (January 2013- February 2014)     
· Delivered a high quality public relations service to valued clients - Liaised with media outlets/personnel on a daily basis to generate press coverage
· Responsible for creating and circulating press releases 
· Produced monthly editorial reports for valued clients 
· Developed and managed productive relationships with press and media leaders in coordination with PR strategy
· Responsible for the creation of promotional material such as press releases and weekly trend mailers -e-blasts 
· Distributing monthly press kits to stylists and editors from top tier fashion & lifestyle magazines
· Responsible for sourcing new promotional opportunities for  assigned clients - Social media gifting contests, product placement and blogger activity
· Responsible for the management and coordination of press preview/trade show events 
· Reinforced a strong and promising image to the press for all brands across the agency
· Responsible for the set up of meetings and showroom appointments for buyers/editors/stylists 
· Producing monthly presentations and editorial reports for the senior management team - collating press clippings and social media highlights 
· Continuously researching and sourcing new  press event opportunities for valued clients  
· Responsible for the creation and maintenance of social and digital media sites - Facebook, Twitter and Instagram, and Blogger
 Fashion Intern, Red Magazine (Hearst Magazines), London UK (July 2012-September2012)           
· Implementing design strategies for fashion features
· Liaising with PR’s and Press offices in order to obtain information on current trends
· Assisting in production work, based on the content of the magazine management system 
· Assisting with fashion shoots and edits- Working off site and sourcing new fashion shoot location opportunities 
· Actively involved in developing and updating digital media.
PR Assistant (Internship) Banana Republic Press Office London (January 2012-June2012)                                                                                                                                                   
· Responsible for the management of press events from conception to completion. 
· Calculating budgets and managing invoices for press events 
· Liaising with media personnel, such as editors/stylists in order to generate press coverage for the brand
· Devising creative promotional material online, and in print
· Creating monthly editorial reports for the senior management team- Reporting on all media coverage
· Organising and conducting press showroom appointments 
· Distributing showroom samples to media personnel and handling all sample returns 
Marketing Associate EC1 Consulting (Part Time, May 2011- January 2012)          
· Assisted in implementing marketing strategies for a small developing consultancy business
· Devising pitches in accordance with marketing strategies- Business to business liaison with potential clients 
· Create and Co-ordinate the production of Marketing Collateral (print and online), developing and maintaining digital marketing strategy to compliment other offline activity; through the website, emails and social media channels
Computer Skills- Proficient in SAP, System 21, MS Office, Excel, PowerPoint, Outlook, Gmail    Additional Information-Languages- Arabic, fluent

