
	Shay
Pinckney
		35 Riverbend Trail Douglasville Ga 30134
	

	470-234-4048
	

	shayvisualcorp@gmail.com
	

	www.linkedin.com/in/ShayPinckneyConnects
	

	
	





	
	Objective


I’m seeking to obtain a position that will allow me to use my professional experience,
Incorporate my various strengths and further enhance my skills in Administration Support
As well as the customer service industry with Learning, Accelerating and growth in a well
Oriented company.

	
	Education


Business Admin | West Georgia Technical School
2011 – 2014
Marketing and Management, Retail Management
College Prep Diploma | South Paulding High School
2004 – 2008
Diploma, College/University Preparatory and Advanced High School/Secondary Diploma Program
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	Experience
Social Media Manager | Blu Rose Art Bistro
2017 – Current
Manage social media marketing campaigns and day-to-day activities 
[bookmark: _GoBack]Including: Create, curate, and manage all published content (images, video and written). 3-5 postings a week.
Monitor, listen and respond to users in a “Social” way while cultivating leads and sales
Marketing and Campaign Manger: Planning a variety of marketing campaigns for the organization. Developing and creating various marketing campaigns. Ensuring all marketing campaigns are delivered on time and within budget. Project managing all campaigns from beginning to end ensuring they meet the target objectives.
Promotions: Work with department heads or staff to discuss topics such as budgets and contracts, marketing plans, and the selection of advertising media. Develop pricing strategies for products or services marketed to the target customers of a firm.
Digital Promotion: Responsible for developing, implementing and managing marketing campaigns that promote the company and its products and/or services. Will play a major role in enhancing brand awareness within the digital space as well as driving website traffic and acquiring leads/customers.
Assisting and Attend Meetings / Conference Calls / Board Room Support per client's request 


Legal Secretary | Colom and Brant
2017 – 2017
Supervised Scheduling and Calendar (Two Attorneys)
Process Client payments (5,000 and up)
Utilize MyCase
Update Case List to keep Attorney’s up to date on all on going cases.
New Client Coordinating
Verify New Client Paperwork

	


Executive Assistant | LEVEL Xiii
2017 – 2017
Company Travel Itinerary (book flights and Hotel)
Booking meetings and events
Managing budgets
Supervised company bill pay
Daily Office Task
Production Assistant | KB Creative Group
2013 – 2017
Event Coordinate with Staff Supervisors
Assist on production and filming 
Run Errands for needs of productions
Provided scheduling/ Managed Time

Office Manager (IT) | Aspen Dental
2015 – 2016
Patient Service Representative
New Patient Coordinating
Gaining Treatment Acceptance
Chart audit

Front Office Assistant | ARG of Georgia	
2014 – 2015
New Patient Specialist
Aids in receiving, transporting and preparing patients for
Examination by the doctor.
Responsible and accountable for billing and collection activities
(Insurance and Copayment collection)
Identifies, recommends, and implements practice needs: staffing,
Services, equipment and facilities.
Entering data into a health information system
 Maintaining electronic records and logs.

Co Manger| Express
2011-2015
Build Talent- develops and motivate associates
Build Capability- partner with store management to execute action plans that optimize results and ensure effective execution.
Build the Brand- promote and support an environment that is sharply focused on consistently delivering exceptional positive in-store customer experience.
Serving Customers
Selling Merchandise
Leading Sales floor coverage
Maintaining a selling focus in absence of store manager
Supporting all aspects of visual presentation
Assisting Management on floorsets
Store Operations Numerical and open and closing Procedures


	
	Skills


	Merchandising
Customer Service/ Experience
Driving Results
Pre Planning
Telephone Skills
Microsoft Office Skills
Professionalism
Organization
Handles Pressure

	Analyze business
Driving Results
Management
Operations
Training and recruiting
Verbal Communication
Listening
Customer Focus
Supply Management



	
	Activities


Campaign Manager of WOF Ignite Youth Ministry
(Associate with both Social Media and Marketing over the Ministry) 
Hands and Feet Volunteer Worker
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