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	Professional Summary



Marketing and communications professional with 5+ years of experience executing corporate events, marketing campaigns, and brand communications in fast-paced environments. MBA-trained marketer with strong expertise in content development, event marketing, and cross-functional collaboration. Proven ability to coordinate large-scale corporate programs, develop marketing materials, manage vendor partnerships, and support digital marketing initiatives including social media, analytics, and promotional campaigns. Skilled at aligning marketing initiatives with organizational goals while delivering high-quality brand experiences and communications.
	Work Experience



	 Conference Services Manager 
Garden of the Gods Resort & Club | Colorado Springs, CO 
	October 2024 - Current


· Lead planning and execution of 80+ corporate programs and events annually, managing timelines, vendor coordination, logistics, and onsite operations.
· Coordinate cross-functional teams including sales, marketing, operations, and external vendors to ensure seamless event execution and brand consistency.
· Develop event communications, agendas, presentations, and client messaging to support internal and external corporate programs.
· Manage vendor partnerships including catering, A/V, rentals, and service providers while overseeing contracts and service agreements.
· Produce event summaries, performance reports, and post-event recaps to support continuous improvement and strategic planning.
· Maintain organized digital event documentation, contracts, and project materials to support internal stakeholders and executive leadership.
· Support promotional and marketing initiatives tied to corporate events while ensuring brand standards and messaging consistency.
· Led cross-department planning meetings and coordinated internal stakeholders to execute high-visibility corporate programs.
	 Sales and Marketing Admin/Executive Meeting Coordinator 
Garden of the Gods Resort & Club | Colorado Springs, CO 
	February 2022 - October 2024


· Supported eight Sales and Marketing managers in executing marketing initiatives, corporate events, and client communications.
· Assisted with development of marketing collateral including blog content, signage, brochures, digital promotions, and event marketing materials.
· Designed branded marketing assets using Canva and coordinated production of promotional materials and event signage.
· Maintained documentation for advertising initiatives, vendor services, and promotional campaigns, ensuring timely delivery and budget tracking.
· Conducted market research and competitive analysis to support business development and marketing strategy initiatives.
· Managed digital marketing assets and internal marketing databases tracking prospective business opportunities and client engagement.
· Assisted with drafting client communications, contracts, and marketing documentation supporting corporate sales initiatives.
	 Sales Administrative Assistant 
Hotel Elegante Conference & Event Center | Colorado Springs, CO 
	August 2021 - December 2021


· Provided administrative and marketing support to sales leadership in a high-volume event and conference environment.
· Designed event advertisements, marketing materials, and digital signage promoting property programs and corporate events.
· Coordinated logistics for large-scale events hosting 400–900 attendees, ensuring seamless operational and guest experiences.
· Supported marketing communications across event spaces, digital signage systems, and client-facing materials.
	 Office Administration & Team Leadership 
Chick-fil-A | Colorado Springs, CO 
	February 2018 - February 2021


 
	Education



	 MBA Designation - Marketing
 Colorado Technical University 
	 01/2025



	 BA - English Literature
 University of Colorado, Colorado Springs 
	 01/2021



	 High School Diploma & AA - English Literature
 Colorado Springs Early Colleges & Pikes Peak Community College 
	 01/2019


 
	Skills



	TECHNICAL
	CORE COMPETENCIES
	

	· Microsoft Office Suite
· Canva
· CVENT
· OPERA
· Delphi
· HubSpot (In Progress)
· Google Analytics (In Progress
	· Vendor & Contract Management
· Project & Timeline Management
· Cross-Functional Collaboration
· Market Research & Competitive Analysis
· Corporate Event Planning & Execution
· Marketing Campaign Coordination
· Content Development & Copywriting
· Brand & Messaging Consistency
· Corporate Communications
	


	Accolades



Nominated for 2024 Colorado Hotel and Lodging Association Stars of the Industry Award
Enriching Lives By Nature Leader Winner, 05/2024
Nominated for Shining Star of the 4th Quarter, 12/2021
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