
Meghan Hufty

11 Woodshire Drive, Santa Rosa Beach, FL, 32459

Mobile Office: 850-460.4727 

Email: hufty@mchsi.com

QUALIFICATIONS SUMMARY 

Skilled and dedicated Marketing Coordinator and Executive Assistant with more than 10 years’ experience supporting CFO’s Presidents and Senior Partners as well as supporting daily operational and administrative functions.

· Demonstrated capacity to provide comprehensive support for executive-level staff, excel at scheduling meetings, coordinating travel, and managing all essential tasks.

· Highly focused and results-oriented in supporting complex, deadline-driven operations; able to identify goals and priorities and resolve issues in initial stages.

· Proficient and certified in Microsoft Office (Word, Excel, Powerpoint) as well as some use of Quickbooks.  

· Successfully facilitated the implementation of a successful business proposal that awarded my previous employer with a $5 Million dollar business contract and increased the company’s profile.

PROFESSIONAL EXPERIENCE

Madderon Lane, Santa Rosa Beach, FL                                        May 2010-Present

Owner, Designer

Hand-Crafted, Vintage Inspired Jewelry

· Designer and manufacturer of high fashion, high quality jewelry. Providing the best customer service and customer satisfaction. All accounting and administrative functions as well as marketing and direct sales. 
· Designer for Yolo Board, Paddle Destin, BOGA Boards, Paddler Designs & Paddle Zen.
DooleyMack Constructors of NWFL                                          Nov. 2008-Nov. 2009

Marketing Coordinator, Executive Assistant 

· Provided high-level administrative support to the President by conducting research, composing and drafting legal contracts, AP/AR, travel arrangements, handling information requests, and performing clerical functions such as preparing correspondence, arranging conference calls and scheduling meetings.

· Trained and supervised lower-level clerical staff.

· Coordinating and executing all marketing events, creation and distribution of Powerpoint Presentations and proposals.

· Maintained a database of advertising contacts.
· Maintained a detailed project schedule for all sites involved in the project, including creation and distribution of legal contracts for purchases equivalent of $100 Million up to $4 Million dollars via Prolog and Coins.

· Participation and preparation of Executive Team Meetings, and meeting minutes. Coordinated meetings, travel arrangements and expenses for Project Manager and Estimators as well as on-site staff.

· Numerous other duties as needed.

Devcon Services Group, LLC                                            May 2006- December 2008

Executive Assistant, Project Manager, Designer

· Monitored Project status to ensure progress towards completion.

· Maintained punch-list and close-outs.

· Attended meetings on behalf of the President, maintained meeting minutes.

· Composed and drafted legal subcontracts, AP/AR and travel arrangements.

· Hire and release of subcontractors

· Daily in person, and/or phone contact with potential clients and project participants.

· Meetings and luncheons with clients.

· Assisted Atlanta Interior Designing firm with design features (i.e. furniture, accessories etc.) and worked closely with local business to ensure project completion and budget needs were met.

EDUCATION

· Indiana University 2000-2002

          Business Major

· New Horizons Learning Center, Pensacola, FL

          2007 Microsoft Office Certified (i.e, Outlook, Word, Powerpoint & Access)

QUALIFICATIONS

· Certified in Customer Service & Phone Etiquette

· Prolog

· Coins
· OSHA 10 Hour Certification
· CPR Certification
· 10 years working as an assistant to Executives (i.e. Presidents and CEO’s)
· 2007 Microsoft Office Certified
REFERENCES

Neil Freshour, President

DooleyMack Constructors of NWFL

Office: 850-249-2924

Fax: 850-249-2926

http://www.dooleymack.com
Robert Lee, Senior Estimator

DooleyMack Constructors of NWFL

Office: 850-249-2924

Fax: 850-249-2926

http://www.dooleymack.com
Richard Hess, President & CEO

Hess Karfomenos & Associates, INC

Office: 574-825-9000

Fax: 574-825-3355

http://www.hkamedlegal.com/

