Teresa Brady Hind
2650 Woodside Road




    
                                                      Phone: (610)570-8568
Bethlehem, PA 18018


Email: teresalynn64@hotmail.com
Profile
Excellent communication and interpersonal skills. 

Proven track record of successful marketing campaigns, event planning, and brand strategy.

Demonstrated outstanding process management with the ability to maximize productivity and reduce costs. Consistent use of excellent research abilities, independent problem solving skills to meet goals. 
Proficient with MS-Office suite with an aptitude for picking up industry specific software.  
A valuable cross-functional team player that will contribute to the common goal of success and growth. 
Entrusted with the handling and administration of confidential and proprietary information. 

                                                                                 Areas Of Expertise

	· Performance Management
· Sales/ Marketing/ Branding
· Project Management
· Business Strategy Development
· Quality Control
	· Regulatory Compliance
· Office Management
· Budgeting & Forecasting
· Correspondence
· Networking
	· Data/File Management
· Book Keeping/Financial Reporting
· Scheduling/Travel Arrangements
· Vendor Management
· Client Account Specialist


                                                                         Professional Experience
MARMARAS & SMITH


                                                                                                                                 
               2005-Present

Executive Assistant/Account Manager
Executive Assistant with experience in project management, business strategy development, marketing, client service and follow up sales, regulatory compliance and record management. Professionally manage daily administrative operations and schedules as well as tracking and preparing expense accounts and financial reports. 
· Manage all daily office operations and client calls, client sales and service including ongoing customer relations and vendor management and contracting, processing and management of client accounts.
· Skilled in research and evaluation of data and information to determine strategic direction and complete goals.
· Scheduling and organizing daily calendars, meetings, and travel. Experienced with International travel.
· Assist sales department and help increase assets under management through client service and marketing. Responsible for creating branding and marketing initiatives to provide consistent client experience. Develop and conduct client events and speaking engagements for community outreach. Developed successful projects to meet marketing goals, create media campaigns, and promote products and events.
· Coordinate deadlines and utilize project management skills to ensure on-time completion of end product.
· Developed budgets and forecasted targets for growth; processed accounts payable and all financial reporting.
Office Manager/ Client Service, AMERIPRISE FINANCIAL ADVISORS, 1999-2005
Sales Associate, MORAVIAN BOOK STORE, 1997-1999

Office Manager, AUTOBODY TECHNOLOGIES, 1991-1996




 Education & Professional Development
Bachelor of Science, Business Administration and Marketing, Albright College, 2009
Associate of Arts, Liberal Arts, Northampton Community College, 2000

Member of LV Chamber of Commerce Women’s Business Counsel
Committee Member and Volunteer of Celtic Cultural Alliance

2014 Leukemia Lymphoma Society Man and Woman of the Year Campaign

