Ashley M. Keller        
66 Open Gate Court, Nottingham, MD 21236
 (443) 695-4511 (cell)     a.keller11@yahoo.com
Career Objective
Apply my written communication, creativity and computer knowledge skills in an entry level position where my skills can add value and growth to my employer in the marketing or IT department to increase product promotion.  Add value by completing “behind the scenes” research, and coordinate projects in support of other marketing professionals.
Profile

As an administrative employee for over six years, contributed to successful growth of company.  Designed, created and updated Web Sites for two separate companies.  Marketed through creation of advertisements, mass emails and consumer interactions for various products through internship and part-time job.  Computer savvy; trained employees on new software programs and use of spreadsheet software on daily basis. Proactively suggest ideas and opportunities for business growth and development.   Known for creativity, teamwork, attention to detail, multi-tasking ability and a passion for business and marketing.  

EDUCATION 
B.S., Business Administration, Towson University, Towson, MD  
                  2008
Relevant Courses Included: Principles of Marketing, Writing for Business, E-Business, Computer Science, Business Law I/II, Real Estate Law, Sports Law, White Collar Crime, Family Law, Cyber Law, Principles of Management, Operations Management, International Management, The Professional Experience.
Work History
Marlene Kurland Makeup Artist Agency, Owings Mills MD


Fall 2008
Marketing (Internship)

Responsibilities included: Redesigning and updating Company Website on a weekly basis.  Design Advertisement flyers for products in cosmetic line.  Input customer data and created spreadsheets.  Suggested changes and offered ideas in brand packaging for cosmetics line products.  Responsible for organizing and maintaining all customer records. Received an “Excellent” rating from internship supervisor.
Clark Machine Corporation, Rosedale MD


        
    2002-Present
Receptionist and Office Manager (full-time)

After serving as a Receptionist (answer phone, filing, entering orders, entering job costs, apply payment to customer accounts and invoicing) until high school graduation in 2004, was promoted to Office Manager.  Oversee daily office operations, schedule cleanings, order supplies.  Created and designed Company’s Website.  Process customer credit applications, prepare and oversee 401(k) benefits and health benefit programs.  Complete and transmit weekly payroll; including direct deposits.   Assisted in switching to new computer software system for customer orders and was responsible in training other employees and writing instructional manual.   Received a letter of commendation from President. 

Ashley M. Keller

WORK HISTORY (continued)

Mad Events LLC, Lanham MD



         

    2007-Present

Brand Ambassador (part-time) 

Work in teams to serve as a spokes model to promote and market specific products and brands for Client Company.  Analyze demographics, consumer preferences and comments in consumer setting.  Interact with consumers and pass on knowledge and information of products.  Organize, plan competitive activities for patrons to receive brand memorabilia.  Developed a passion for marketing consumer products.  Received a letter of recommendation from Owner.

.
SAMPLE OF SKILLS
Computer

· Microsoft Office (Word, Excel, PowerPoint, Front Page, Outlook and Access)

· Epicor Vantage v8.03
· ADP PC Payroll

· Remote Deposit Service v5.0.935

· Internet, several e-mail applications

· Online webpage editing programs 

Other 

· Communications—clear and concise writing, effective speaking and listening, making presentations 
· Human Relations— developing rapport, supporting others and team work
· Work Survival— proactive employee, time management, asking questions, quick learner, decision making and completing assignments on time. 
· Creative— design specialty includes product advertisements and Web sites. 
PROFESSIONAL ASSOCIATION/COMMUNITY SERVICE

· Susan G. Koman Race for the Cure--2007
· Volunteer in House of Ruth, Computer Lab—2008
