Mallary E. Santucci
CAREER OBJECTIVE:

Utilize my education, professional skill set, and international experience to add value to an academic institution while working in a new and exciting environment teaching students English 

EDUCATION/QUALIFICATIONS:

Emmanuel College, Boston, MA 

Graduation: May 2007 Major: Bachelors of Art, Studio Art Minor: Education 

                Semester At Sea, academically sponsored by the University of Pittsburgh: Spring 2006

Education Certificate: The Commonwealth of Massachusetts, Department of Elementary and Secondary Education, English (grades 5-12)
SKILLS SUMMARY:


·Professional: Strong interpersonal skills, able to anticipate needs of others, manage high stress/fast paced work environments, detail-oriented, dedicated and hard working
·International: Adept and attracted to multi-cultural environments, both socially and professionally, able to adjust quickly to new and different environments, extensive travel experience some of which included visiting schools to work with children
·Computer: Proficient skills with Windows and MS Office including Outlook, Excel, Word, and PowerPoint and able to work with both MAC and PC computers

·Financial: Financed 100% of education by working while attending college full time
EXTRACURICULAR ACTIVITIES:

·International Travel and Culture: Organized and budgeted independent travel in France (2003), Spain, Italy (2004) and (2005), The Bahamas, Puerto Rico, Brazil, South Africa, Mauritius, India, Vietnam, Myanmar, China, Japan (2006), Turkey, Hungary, Slovakia, Czech Republic, Poland (2007)
·President of the Multicultural Club: Emmanuel College (2004 – 2005)
PROFESSIONAL EXPERIENCE: 

Emmanuel College, Administrative Assistant International Programs and Study Abroad, Boston, MA 







    January 2007 – May 2007
·Educated students and parents of offered study abroad programs 
·Well known as knowledgeable and eagerly enthusiastic about international/study abroad programs 
·Regularly corresponded with international exchange programs
·Assisted the director with events, programming, and general office functions
·Responsible for all initial client interaction within the office
·Scheduled appointments for the International Programs Director
Private Family, Fulltime Caretaker, South Kingstown, RI 






               September 2002 – June 2003








·Fulltime caretaker for three children aged five, ten, and twelve
·Assisted in school coursework, daily entertainment, meal preparation, and general safety
·Given unsolicited raise for excellent performance
·Recommended and used by family friends and associates for additional Caretaker needs

·Recognized for my patience, organization, and supportive demeanor with the children
Episcopal Conference Center, Counselor, Pascoag, RI











     June 2001 – August 2003

·Maintained the safety and supervision of twenty children

·Known for my enthusiasm and positive attitude while working with the children
·Lead discussion groups for campers on subjects regarding peer relations, religion, responsibility, problem solving, and good decision-making

Cline Davis & Mann, Team Support Manager, New York, NY





October 2007 – Present

·Lead weekly status call with clients
·Given unsolicited raise for excellent performance

·Regarded as a “team player”; willing to adapt and take on new responsibilities as necessary
·Conduct daily scheduling for the account team of ten people
·Prepare internal client visits and materials for external client submissions

·Research, recruit, schedule, process payment for strategy departments Key Opinion Leaders
·Conduct market research for the strategy team department
