DENISE L. LARSON

slarson4444@yahoo.com

EXPERIENCE:
HANYANG OREGON LANGUAGE INSTITUTE- Haengshin-dong, South Korea

ESL TEACHER (3/09 – 10/09)
Taught English to Korean students, aged 4 through 16
Taught grammar, spelling, reading, writing, phonics, retention and conversation
Directed two theatre productions for kindergarten and elementary students
Supervised bi-monthly field trips with the kindergarten class

Attended weekly staff meetings and performed housekeeping duties
MERCER HEALTH & BENEFITS – San Francisco, CA

FACILITIES SUPERVISOR (5/06 – 11/08)
Supervise a staff of six people and work with all external vendors (plant services, flower services, weekly breakfast and lunch catering, carpet cleaning, messenger service, etc.)

Headed up a complete office move from another location
Maintained all office equipment; phones, computers, photo copiers

Maintained coffee makers, vending machines and any other shared services

Planned monthly events for our staff, in addition to year-end holiday party

Sat on the advisory board for our internal women’s networking group

Oversaw the use of 12 conference rooms on three floors 
Organized an annual charity golf tournament, managed an all-office offsite program, and assembled a national health fair for one of our clients
PRICEWATERHOUSE COOPERS – San Francisco, CA
L&E CORPORATE EVENT COORDINATOR (6/07 – 7/07) (Temp. Assignment)

Managed company training programs both on and offsite

Coordinated learning materials, catering, room arrangement, attendee placement, travel, registration, and accommodations
DAVIS SKAGGS INVESTMENTS – San Francisco, CA

RECEPTIONIST (3/06 – 5/06) (Temp. Assignment)

Answered phones, scheduled conference rooms, misc. duties as assigned

MERRILL LYNCH – Dallas, TX

DIRECTOR’S ASSISTANT (2/05 – 2/06)

Planned daily wholesaler lunches, weekly dinners and speaking engagements

Organized and managed recognition-based campaigns and retreats

Represented the United Way to host fundraisers within our office

Handled all accounts payable for the office and vendor negotiations

ADWEEK MAGAZINE – Los Angeles, CA

ADVERTISING SALES REPRESENTATIVE (1/02 – 12/03)

Sold weekly advertising for a national trade publication

Placed 50 cold calls per day; the majority of business came from established clients

Created ad copy and was responsible for all billing within the West Coast territory

CENTURY CLUB – Los Angeles, CA

EVENT COORDINATOR (2/2000 – 12/03)

Managed corporate events and private parties; the majority of business being in the entertainment industry.  (movie premieres, fashion shows, stage performances)

Worked closely with catering; all events required food and beverage

Executed additional safety measures for celebrities
SAN FRANCISCO GIANTS – San Francisco, CA

SALES REPRESENTATIVE  (2/99 – 9/99)

Sold corporate outings to the ballpark for 200+ people

Met aggressive group sales goals; objective of 250 cold calls per day

Created sales packages to utilize stadium meeting facilities and catering 

CITIBANK, Corporate– San Francisco, CA

EVENT COORDINATOR (2/97 – 1/99)

Managed a variety of events promoting new business or acknowledging valued customers Events ranged from $1K to $65K
Developed quarterly recognition-based retreats for corporate staff

Represented Citibank in doing community volunteer work
EDUCATION:

B.A., 1991 – Concordia College, Moorhead, MN

Majors – Mass Communications and English Writing

