Nicole M. Spada
48 Shady Lane • Franklin, MA 02038
Phone: 1-774-571-1905 • Email:nmspada@mail.plymouth.edu
Objective: Attain a challenging position as an ESL teacher which will allow me to demonstrate and utilize my strong communication and organizational skills 
Education:
Plymouth State University, Plymouth, NH                                December 2008
BS, Marketing GPA: 3.4




   

                                                    
Minor in Professional Communications GPA: 3.5 
∙ Delta Mu Delta business honorary society, Secretary                      
∙ Graduated Cum Laude/ President’s List Spring 2005/Spring 2008, Dean’s List Spring 2007
Work Experience:
Franklin Public Schools, Franklin, MA                                     January 2010- Present

Substitute teacher

Benchmark Sales and Marketing, Norwood, MA

   April 2009- October 2009
Marketing Assistant 
∙ Manage industry food show scheduling and execution
∙ Maintain and update company databases as needed
∙ Manage company online advertising initiatives
∙ Coordinate and design brochures/flyers
∙ Initiate and maintain communication with clients via email, phone, etc.
∙ Maintain and update company’s intranet/ extranet files

Dynasty Marketing, Smithtown, NY                                           Summer 2008
Intern/ Sales Representative                                                      
∙ Prospected local businesses with direct promotions for our clients  
    
∙ Developed strong people skills as well as confidence in the sales field
All Pro Waterproofing, Holliston, MA                                       9/06-1/07
Administrative Assistant 


                              
∙ Responsible for incoming phone calls
∙ Handled clerical duties such as faxing, typing, filing documents, and sorting/distributing mail
∙ Established potential customers, developed price quotes, and followed up with pending leads                                                   
∙ Assisted with customer inquiries

∙ Organized and processed all sales transactions 

∙ Booked clients’ appointments and managed calendar

Boston Sports Club, Franklin, MA                                            2004- 2006
Administrative Assistant, Manager on Duty                               
∙ Responsible for answering, screening, and routing incoming phone calls through a 10 line   phone                                                                                         
∙ Managed the operations of the front desk, including supervision of 5 to 10 employees in                                        other departments and facilities upkeep
∙ Audited membership agreements, processed bank deposits, and reconciled cash registers                              ∙ Managed billing disputes, member usage reports, freezes, transfers, and cancellations
∙ Attended to all customers and member inquiries 
∙ Maintained log books and records

Nicole M. Spada
48 Shady Lane • Franklin, MA 02038
Phone: 1-774-571-1905 • Email:nmspada@mail.plymouth.edu
Banana Republic, Tilton, NH Wrentham, MA
Sales clerk






   10/04- 12/05

 ∙ Performed exceptional customer service                                    Summer 2005
∙ Achieved sales quotas

                                                     

   
∙ Maintained merchandise by stocking shelves and assisted with monthly inventories

Extracurricular Activities: Plymouth, NH

               2007-2008                                                                                  ∙ American Marketing Association                                              
∙ Marketing Coordinator, Programming Activities in a Campus Environment (PACE) 

∙ Student Consultant, Writing and Reading Center
∙ Planned a sports marketing event: Visited local businesses to solicit funds in order to raise money for the Pemigewasset Youth Center
Skills/ Strengths: 

∙ MS Office (Word, PPT, Excel, Publisher, Outlook)
∙ Adobe Photoshop/Illustrator/InDesign
