
Cassandra Pickett
2878 DA Vinci Boulevard ▪ Decatur, Georgia 30034▪ 404-284-1047 ▪ cassandrapickett@bellsouth.net
Seeking position in…

meeting/event PLANNING
Meeting & Event Planning / Marketing / Customer Support / Business Management 
Contract & Vendor Negotiations / Quality Control / Technical Support
Financial Budgeting / Relationship Management / Food & Beverage Management
“Proactive Leader and Problem Solver”

Over 10 years experience in marketing, excellent customer service, event planning, relationship management, contract negotiation, and collaboration with internal and external stakeholders. 
EXPERIENCE 
· Strategic Planning, Leadership Skills
· Vendor Negotiation
· A/V Management
· Budget Management
· Site Selection
· Speaker Coordination
· On-Site Management
· Meeting/Convention Management
KEY CAREER ACCOMPLISHMENTS
MARKETING & STRATEGIC PLANNING 
· Participated in 2007 e-Bay Trade Conference.  Signed up e-Bay customers for special pricing program for our company.  Collaborated with developers leveraging our brand using signage and brand artwork for a brochure handout at the e-Bay Live Conference.  Resulted in gaining new customers with revenue up to $5 million monthly
· Planned event for employee’s children.  Solicitation of volunteers to work on the event; maintained budget; vendor payments; training workshop for volunteers and parents; decorations; creation of activities; tour of departments. Breakfast, lunch and ice cream social and trinkets were secured and presented to children

· Planned event for CTM’s quarterly meeting.  Secured outside customers and associates from cross-functional departments to present at the department meeting. Made hotel arrangements for out of town customers.  Secured A/V equipment for presentations.  Maintained budget; breakfast and themed lunch planned and an outside activity was planned.

· Planned special events for visibility and new business development which resulted in approximately $100K+ of revenue for our company.

      COMMUNITY SERVICE & FUNDRAISING
· Prepared fund raiser financial projection for CTM to achieve, planned community volunteer activities for CTM team participation, and planned CTM Department meeting rally to further promote United Way and present pledge cards. Raised 20% over fund raiser financial projection

· Researched charity organizations to participate in award of UPS grants.  Participated in site visits of organizations to enhance understanding of their work in the community and narrow down recommendation process.  Evaluated the site visits with Grant Team members and recommended the organizations that would advance for RFP submittals. Contacted selected organizations and advised them they were recommended for grant or advised that they were not selected to go further in the process. Prepared RFP for selected organization and present to UPS Selection Committee for additional review
RELATIONSHIP & CONTRACT MANAGEMENT
· Collaborated with developers establishing an ongoing relationship from inception into our company’s third party program through contract, integration, testing phases, and product launch.  Managed Providers offering marketing initiatives, once product was launched served as liaison between developers, legal and risk management teams.  Ensured that contracts concerns were reviewed, clearly understood, discussed, and negotiated to provide a win/win solution for developers and the company. Successful deployment of developer’s application provided additional revenue for our company. Developers produced approximately 500K in revenue in 2009.
      CUSTOMER TECHNICAL SUPPORT
· Supported customers integrate UPS tools into their application

· Trained associates on return on the web tools process
· Supported customers with XML, HTML, and On-line tools solution concerns 
· Assisted customers with technical questions via telephone and e-mail support as they integrated software on various platforms, including AS/400, Mainframe, UNIX and Windows
·  Tested applications, created mailbox, User IDs and passwords for customers
· Proficient in Microsoft Applications
CAREER HISTORY
Marketing Analyst                                     United Parcel Services (Atlanta, GA)                                  2002-2010
Customer Support Specialist                     United Parcel Services (Atlanta, GA)                                  2000-2002                   

Sr. Administrative Specialist                     Coca- Cola Company    (Atlanta, GA)                                  1997-2000  
EDUCATION
Bachelor of Science Business Administration, DeVry Institute of Technology

Concentration Business Information Technology
certificates

Event Planning Certificate Program, Georgia Perimeter College, August 2008

Conference & Meeting Management Certificate Program, University of Georgia, April 2006

professional organization

Member of ISES (Student) (International Special Events Society)

Award 2009-2010 Student of the Year Atlanta Chapter
