Helen G. Mitchell
252 Beacon Way
Santa Rosa Beach, FL  32459

(850) 376-3275

EDUCATION


Northwest Florida State College


Bachelor of Applied Science Degree in Project Management, concentration in Acquisitions 

May 2012 (President’s List, Spring 2012) – Institutional GPA 3.46
QUALIFICATIONS

· High level of professionalism and skill in internal and external customer service

· Highly adaptable to new business environments 
· Outstanding organizational skills
· Extensive writing experience

· Sharp and creative problem solving and decision making aptitude
· Team player and leader with strong sense of responsibility, attention to detail, and high energy level
· Working knowledge of Spanish and German languages

· Extensive experience in fundraising and event planning
EXPERIENCE

2012 – Present   SANDESTIN GOLF AND BEACH RESORT, Destin, FL

                            Banquet Server/Bartender 
· Work with the rest of the banquet team to decorate and set tables

· Ensure that all guests have a memorable experience

· Clean and restock service areas as needed

2011 – Present   FRIENDS OF THE COASTAL BRANCH LIBRARY, Santa Rosa Beach, FL

                            Publicity Chair 
· Author of a monthly newspaper column advising residents of upcoming events at the Coastal Branch Library 

· Act as a liaison between the Friends of the Coastal Branch Library and additional media to increase awareness of the activities of the Friends of the Coastal Branch Library

2009 – Present    EDDIE BAUER OUTLET STORE, Destin, FL

Sales Associate
· Assist customers in finding correct sizes and colors and suggest additional items that customers might like 
· Perform a high level of customer service to ensure that customers have a memorable experience
· Restock and reorganize store to maximize sales

2003 – 2011        HOWARD GROUP, Destin, FL

Leasing Assistant
· Prequalified prospective clients and product cross-sell

· Researched and recommended of prospective tenants

· Mediated client conflict resolution

 
SANDESTIN GOLF AND BEACH RESORT, Destin, FL
      2001 - 2002
Warranty Assistant, Resort Development Group
· Directed written and oral communication with homeowners

· Schedule and conduct homeowner orientations
· Processing of both client and vendor forms and invoices ensuring timely completion 
· Personal development and progressive upkeep of homeowners manual
· Detailed timing and coordination of maintenance schedules on rental properties
· Managed day-to-day functions in the office
      1998-2001
Conference Services Assistant
· Worked with IT department and Conference Services Managers to implement Delphi computer database

· Served as an interdepartmental  and customer liaison by distributing relevant conference materials and information and providing in-house client assistance in business center, shipping and billing

· Arranged transportation for guests
· Processed purchase orders and provided assistance to Accounts Payable 

· Managed day-to-day functions in the office
 1996-1998
LANDRY’S SEAFOOD HOUSE, Destin, FL
        
Manager
· Hiring and training of new employees
· Scheduling of staff

· Supervising day to day operations and nightly security

· Handling of payroll and banking

· Communications of daily activity to management and corporate office
                                Other positions held previously include Manager Trainee, Head Trainer and Server
 
TOWN OF HUNTINGTON, Huntington, NY
1994-1996
Legislative Secretary, Accessory Apartment Division
 Supervised office which generated annual income of over $1 million
 Assisted residents  with legalization and setup of apartments within their homes

 Provided an instrumental role in the development and implementation of custom designed departmental computer database, as well as providing employee training
 Scheduled public hearings and initiation of legal action involving payment delinquencies

 Served as liaison between our division and other governmental agencies 

1992-1994
Legislative Secretary, Council Office
· Prepared daily correspondence for elected officials
· Researched  issues, prepared speeches and written legislation and radio scripts

· Served as liaison between residents and governmental entities

· Represented elected officials at public appearances

