Marilyn Smith
2 Half Hollow Place

Niagara, NY 00000
671-000-0000
msmith@mail.com

marilynsmith.portfoliovillage.com
Objective

To utilize my skills and experience in public relations, advertising, and marketing to 

benefit a flourishing organization.

Skills
• Ability to perform typography using InDesign.

• Experience producing press materials using MS Word.

• Proficient in developing presentations using MS Powerpoint.

• Fluent in the use of research tools including databases, search engines, and indexes.

• Ability to write corporate communications materials.

Experience
Assistant Events Coordinator 
January 2008– Present

West Coast Saloons, Madison, NY
• Responsible for building client databases via phone and email.

• Assisted in booking private parties and events.

• Served clients in a fast-paced setting.

• Handled large monetary sums and closed cash registers.

Account Coordinator
March 2006– August 2007

Freshbrick, Inc., Madison, NY


• Personal assistant to two agency owners.

• Responsible for providing support on all projects including product launches, 
political campaigns, fundraisers, and trade fairs.

• Performed daily clerical duties including bookkeeping and phone calls.

Cheerleading Coach
March 2006– August 2007
Massachusetts Public Schools, Manorville, MA

• Trained and coached athletes in cheerleading ranging from ages 12 – 18.

• Responsible for oversight and management of the financial budget for sports programs.

• Organized local competitions and met fundraising goals.

Education
Bachelor of Science in Mass Communications
May 2009


Niagara University, NY

• Dean’s List

• Varsity Cheerleading Team Scholarship
Associate in Science in Liberal Arts
May 2007
Niagara County Community College, NY

References and portfolio available upon request.

