Joyce A. Johnson

XXX South XXth Street   •   Any Town, USA 12345

(123) 456-7890   •   xxx@xxx.com

CAREER SUMMARY

Office Administrative Specialist with 20 years of experience in advertising agency, sports and special event marketing, and travel industries. Functional skills include:

Media planning & placement

Property management 


MicroSoft Office

Special event planning 


Financial reporting


Customer service

Office management 


Budget maintenance


Multitasking

PROFESSIONAL EXPERIENCE

AVA Marketing and Communication, LLC   Waukesha, WI
2007-Present 

Marketing and advertising agency for two external clients. Group also owns/manages Milwaukee Iron arena football team, Bethesda Development, and Social Club. 


Media Manager/Office Manager - AVA

Responsible for media management for external clients and manage day-to-day office activities.

· Place and manage ads totaling $3 million per year. Manage billing, accounts receivable and payable. 

· Manage office staff of two.

Executive Assistant – Milwaukee Iron

Serve as assistant to president.

· Manage investor relations. 

· Coordinate air and ground travel and accommodations for team.

Property Manager – Bethesda Development

Property management for hotel, restaurant, and convenience store at property locaiton.

· Receive and resolve complaints and issues. 

· Track and maintain payments and deposits.

Frontier Airlines   Milwaukee, WI
2006-2007 

Major airline serving 58 cities in the United States and Mexico. 


Ticketing Agent

Responsible for complete customer service.

· Processed four flights per day, 120 passengers per flight.

· Processed tickets and check-in, manned gate, loaded luggage. 

· Independently developed training program to educate local employees of new policies and procedures.

Pave Tech   Racine, WI
2005-2006 

Paving technology supplier and educator.

School Administrator and Office Manager

Developed and managed paving school with instructor.

· Negotiated and scheduled travel, meeting space, and class schedules for 20 students per week.

· Coordinated production of educational materials and maintained inventory. 

· Purchased and maintained apparel inventory for company employees and students.

Attorney’s Process & Investigations    Milwaukee, WI
2002-2004 

Full-service local private investigation firm. 


Case Manager of Investigations

Licensed private investigator for workman’s comp and personal injury cases.

· Investigated cases for 3-5 days, compiled and submitted findings report. Testified on findings in court. 

· Managed office, billings, and accounts receivables.

· Supervised five investigators.

Adelman Travel     Milwaukee, WI
1998-2002, 2004-2006

Full-service travel and meeting coordination agency.

Corporate Supervisor

On-site corporate travel coordinator.

•
Reserved leisure and corporate travel. 

•
Negotiated car, hotel, meeting, convention and other event-related reservations.

•
$3 million annual travel expenditures.

Uniglobe Alfa Travel     Milwaukee, WI
1997-1998

Corporate and leisure travel agency.

Travel Manager

Coordinated travel arrangements for three sports teams.

•
Annual budget $40-50,000 per team. 

Air, Land and Sea, Ltd.     Brookfield, WI
1994-1997

Full-service travel agency.

Office Manager

Managed staff of three agents.

•
Created proposals for potential clients, advising clients on commercial, retail, and international travel. 

•
Trained new agents on state-of-the-art computer systems and controlled quality of their work.

•
Managed accounting, payroll, purchasing, and standard reports.

Uniglobe Getaway Travel     West Allis, WI
1992-1994

Full-service corporate and leisure travel agency.

Office Manager

Vagabond Travel Service     Brookfield, WI
1990-1992

Full-service travel agency.

Leisure Agent

Midwest Express Airlines     Milwaukee, WI
1989-1990

Regional airline.

Reservations and Customer Service Specialist

The Travel Guide     Milwaukee, WI
1980-1990

Full-service corporate travel agency.

Corporate Reservation Specialist

Corporate agent for Northwestern Mutual Life and AT&T.
Education

Continuing education courses in computer software and industry seminars.
