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GRIGGS

LEA M. GRIGGS 

         2151 Cumberland Pkwy, #516 ( Atlanta, GA  30339
                    (678) 401-4516 ( lea@studioeverything.com
OBJECTIVE


Looking to establish a career, not just land a job! I desire to obtain a position that will enable me to use my strong organizational skills, training and educational background, and ability to work well with people.
SUMMARY OF QUALIFICATIONS 


Experienced professional with 10+ years of diversified and international experience: teacher and education administrator; skilled presenter and speaker in training and development, sales and conducting seminars; strong marketing and consulting skill set with extensive knowledge in branding and creative design; highly proficient manager with capability to lead direct reports as well as cross-functional teams; proven ability to manage key client relationships and large-scale projects.
  

PROFESSIONAL EXPERIENCE 

LCI Kids Club, Incheon, South Korea 
English Teacher – 2009 - 2010 
( Classroom management and teaching English to Korean students
( Planning, preparing and delivering lessons to a range of classes and age groups
( Preparing and delivering tests, examination papers, and exercises
( Marking and providing appropriate feedback on oral and written work
( Evaluating and writing weekly and monthly performance reports
( Devising, writing and producing new materials, including audio and visual resources
( Preparing and participating in social and cultural activities such as Open School, English Speech contests, Festivals,   
    school parties and dinners

Studio E, Atlanta, GA 
Marketing & Client Relations Consultant - 2005 – 2009 
( Responsible for reviewing & improving the organization structure and all marketing and advertising efforts.

( Oversee client & contractor relations and processes & strengthen communication channels. 

( Provide strategic marketing consultation & determine client marketing objectives.

( Develop marketing plans & campaigns outlining marketing strategies for clients. 

( Establish brand identity & maintenance for clients. 

( Develop creative strategies & marketing collateral for clients. 

( Train clients on marketing, branding and client relations (customer service).
( Marketing & Branding Seminar instructor and speaker.

( Provide voice-over & on-screen talent for various mediums.

World Changers International, College Park, GA 
Marketing & Advertising Manager (promoted – 2007), Sr. Marketing Coordinator (promoted – 2006)
Product Design Coordinator – 2005

( Managed & led team of 11 staff & oversaw Bookstore & Retail staff & operations.

( Developed & executed all marketing & advertising initiatives for award-winning television broadcast with #1 
   daytime Nielson rating.
( Managed brand maintenance for international magazine & 3 websites each with over a million hits daily.

( Launched partnership efforts & campaigns increasing annual support from donor base of over 150,000. 

( Developed product catalog composition & design (D2C & Retail)
( Analyzed competitive product offerings in terms of features and benefits, reviewed product pricing & gross margin 
   goals for existing products annually & establish new product pricing.

( Trained staff on new products & evaluated product life cycles & sales results for the retail and sales force.

DFMI, Jonesboro, GA 
Academy Administrator & Teacher - 2003 - 2005
( Charted & managed daily Academy & Child Care Center operations from its inception

( Accomplished ACI Accreditation for Academy & DHR Licensing for Child Care Center

( Supervised 10 staff & volunteers, oversaw student enrollment, billing & records & compiled extensive reports 

( Taught grades K-6th, Substituted for Daycare classes, performed staff reviews & evaluations

( Created all policies & procedures for students & staff & maintained all financial & school records

DFMI, Jonesboro, GA (continued)
Youth Administrator - 2002 – 2003


( Teacher & coordinator for youth education 

( Created teaching schedules & developed curriculum

( Wrote detailed reports, established & maintained budgets & extensive filing & record keeping

( Conducted monthly staff & leaders meetings, performed monthly training workshops

( Developed & implemented new procedures to increase ministry effectiveness


Jameson Hospitality, LLC, Atlanta, GA 
Human Resources Administrator – 2000 - 2001
( Negotiated benefit renewals resulting in company savings and lower employee payouts

( Analyzed & decreased turnover rates by 10%


( Coordinated & implemented employee retention programs & provided employee relations counseling 

( Created & implemented employee recognition & appreciation initiatives 

( Trained managers & assistant managers on HR/benefits, including Open Enrollment

( Performed full cycle recruiting for Corporate Office positions 

( Administered all health & company benefits, including short & long term disability claims 


Georgia Institute of Technology, Atlanta, GA 
Human Resources Coordinator – 1999 - 2000
( Streamlined resume processing procedures
( Developed more efficient recruiting procedures

( Trained staff on new procedures

( Performed resume tracking & status updates
( Provided weekly status and update reports to HR Manager and Director 

University of Pittsburgh, Pittsburgh, PA
HR System Administrator (Organization Development) – 1997 - 1999
( Implemented Resumix (electronic recruiting tool) University wide
( Resumix Project Lead: coordinated all project activities, process mapping & troubleshooting, 
( Resumix Project Management: established all projects plans, strategy development & implementation

( Trained all department heads on Resumix system & set-up their user functions & access

( Conducted organizational restructuring of University departments & streamlined recruiting process
( Oversaw organization wide change management, determined organizational development & effectiveness
( Provided client service consulting & team building & system training 
( Performed detailed report writing & presentations

EDUCATION 


University of Pittsburgh (Pittsburgh, PA) 
Bachelor of Science – Psychology (Discipline: Organizational) 


TECHNOLOGY PROFICIENCIES


( Microsoft Office Suite: Word, PowerPoint, Excel, Publisher, Outlook ( Access ( Adobe Acrobat ( Dreamweaver ( Adobe Photoshop ( Basecamp ( Constant Contact  ( Resumix ( All Internet functions

AFFLIATIONS 


PART (Pitt Alumni Recruitment Team) ( American Marketing Association ( Toastmasters International ( 
Sigma Gamma Rho Sorority, Incorporated 


REFERENCES AVAILABLE UPON REQUEST







