Annmarie Clarke

Skills

· Strong written and oral communication skills

· Work well collaboratively and independently

· Detail oriented and ability to multitask 

· Excellent research and presentation skills

· Great organization and leadership skills

· Exceptional customer service skills

· Adaptable to new environments  

Computer Skills

· Microsoft Office (Word, Excel, PowerPoint, Access, and Publisher)
·  Adobe Illustrator and Photoshop
· SAP Accounting  System
Education

LaSalle College, Montreal, Quebec, Canada

Major: Fashion Design 



                   Expected Graduation Year: 2017
Eastern Connecticut State University, Willimantic, Connecticut, USA       Bachelor in Science
                                       Majors: Business Administration and Communication,                         Graduated December 2011 
Sales & Customer Service Experience

Victoria's Secret







                Montreal, QC
Sales Associate 






            November 2015 - December 2015
· Helped setup and organize the new store 

· Worked in back stock to organize and replenish  products on the floor 

· Assisted customers as needed

Fashion Assistant (part time)







  Montreal, QC

Gabrielle Beaudoin





                        March 2015 - May 2015
· Press for deliveries 
· Cut fabric to be sewn
Connecticut Convention Center 




     
             
Hartford, CT
On-Call Event Staff 





        
     February 2012 - August 2014

· Cashier for the box office

· Ticket taker

Aflac 









                Rocky Hill, CT

Marketing Intern






             May 2010 – August 2010
· Inside sales - recruited sale people 

· Schedule interview and presentation appointments

Macy’s 








    
        West Hartford, CT

Sales Associate 






       
              May 2008 - August 2008
· Performed cashier responsibilities 

· Maintained  proper clothing displays

· Assisted customers to provide them a pleasant shopping experience 

Administration & Project Management Experience

Konica Minolta Business Solutions      


   Windsor, CT

Government / Key Accounts Billing Specialist  

       September 2012 – December 2013 
Temporary Key Account Billing Specialist (Accountemps)
                                  Summer 2014 & 2015
· Ensure timely and accurate invoicing for all my accounts (approximately 1,800 accounts) using the SAP system.

· Specialized in spreadsheet invoicing

· Run and analyze invoicing data as required by management

· Review and validate purchase orders to ensure timely renewal of purchase orders
· Communicate with external and internal customers to ensure timely results of billing issues
· Work daily and monthly reports

Capital Region Council of Government (CRCOG)


   Hartford, CT
Intern                                                                                             
                 June 2011 – September 2012 
· Edit mailing database and work on various database  related  projects 
· Provide assistance regarding projects, events, and meetings for various departments
· Conducted a CT Transit Travel Delay Study to efficiently improve the bus schedules
· Provide assistance coordinating the National Bike / Pedestrian Project

· Summarize results from various studies into Access and Excel Databases
· Handle the incoming and outgoing of postal mail and perform mail mergers

· Receptionist coverage
Eastern Connecticut State University                                                             
           Willimantic, CT

Student Worker in the Academic Center                         
                 September 2009 – December 2011

· Assisted students in scheduling appointments and with basic computer and printer issues

· Inputted students and tutors schedule statistics in a database and filed necessary paperwork 
· Monitored phone calls: making calls, answering calls, taking messages, and redirecting calls


WILI Radio Station 


           Willimantic, CT
Intern                                                                         
                                         January 2011 - April 2011
· Worked on-air with the morning show host 
· Conduct entertainment trivia and reenacted media stories 
· Contacted  businesses  regarding sponsorship for the UCONN Husky Spirit Package  
· Updating the Nutmeg Broadcasting SEC Recruitment list regarding  job opportunities 
· Reviewed radio scripts, comparing the written transcripts to the audio recording
· Co-wrote a radio advertisement for a new apartment complex in Willimantic, CT

Edwards Angells Palmer & Dodge LLP 

           
Hartford CT
Database Assistant                                                                                                June 2007-January 2008  

· Completed a years’ project within about 5 months to fully reorganize and update contacts
· Researched and contacted companies to verify mergers and new ownerships 

· Organized returned mail into a filing system 

Extra-Curricular Activities
· Design Women's Collection (2012 - Present)
· Create flyers, invitations, and programs (2011 - Present)

· West Indian Society Member (2008 – 2011) / Treasurer (2010- 2011)
· ECSU PRSSA {Public Relations Student Society of America} Member (2009 – 2011) 

· ECSU Radio Personality (2009 – 2011)

· P.O.W.E.R {People of Worship Effecting Reality}Member (2008 – 2010)
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