
Top N. Market
♦ Phone:  404-404-4040     ♦ Home:  1000 Today Street, Atlanta, GA 30000    ♦ E-mail:  Market_Top@earthlink.com
OBJECTIVE
To obtain a full-time, entry-level position involving consulting, research projects, presentations and clients.

SUMMARY
Four years of administrative experience; Four years of college leadership experience; Three years of experience with advertising & publicizing organizations through written & verbal communication; Vast computer experience in desktop publishing, web page design, technical documents & programming; Exceptional customer service skills.

Computer Skills
Excel, Dreamweaver, PowerPoint, Access, Publisher, PageMaker, Java, Visual Basic, Time Matters, PC Law, ERS 

EDUCATION
B.B.A., Marketing, Mercer University
Atlanta, Georgia                      May 2006 
Relevant
Advertising


Marketing


  Finance 

Coursework
Marketing Research

International Marketing

  Management
         

Java Programming I & II

Operations Management
  Public Speaking Management Info. Systems 
Technical Communication
  Strategic Management


Study Abroad
Toured European companies located in Amsterdam, Paris, and Geneva to attain an understanding of European management and marketing practices including culture.

Internship
Edward Jones


Macon, Georgia        

   Fall 2003

♦ Created a computer database based on market analysis


♦ Researched a private search engine for possible clients


♦ Analyzed financial statements to determine clients’ assets              
WORK EXPERIENCE
        
         Carrick, Smith & Young

Atlanta, Georgia 
               August 2005 – Present 


Office Assistant


♦ Opened cases for attorneys using law software: Time Matters, PC Law & ERS


♦ Maintained database of client and case information using Time Matters software 


♦ Ordered and took inventory of office supplies using an online ordering system


♦ Set-up conference rooms for Mediations, Arbitrations/Depositions and Client Meetings


♦ Assisted secretaries & paralegals with filing, mailing, copying & faxing legal documents


Investor, Inc.


Marietta, Georgia  
            
  Spring 2005


Publicist, Marketing Trainee


♦ Presented at real estate events as a representative


♦ Marketed and sold advertisements over the phone and in person


♦ Developed public relations with real estate investors’ associations


♦ Proofread articles and advertisements before publication was printed

LEADERSHIP
Mercer Business Investment Association                             September 2001 – May 2002                     


VP of Administrative Affairs, Recruitment & Publicity Chairperson

Mercer University Residence Life and Judicial Affairs              August 2001 – May 2002                                                             Resident Assistant

Mercer University Admissions



           August 2000 – May 2002


Admissions Team Leader, Special Events Team 
