Emily Dougherty
Loveland, CO | 970.373.7454 | Emily.Dougherty1@outlook.com

Communications Professional
Solutions-oriented Communications Professional with 10+ years of experience completing projects on time within a high-volume, rapidly changing environment. Strategic, analytical, and creative thinker with expertise driving profitability by cultivating relations with internal and external customers, gaining trust, and advance shared organizational goals.

Core Competencies:
Project & Task Management| Interpersonal & Cross-Functional Communications| Active Listening Skills |Customer Relationship Management| 50WPM| Proficient in Microsoft Office Programs| Notary| Organization & Time Management| Planning Expertise| Information Gathering & Management

Professional Experience

Sierra Nevada Corporation, Louisville, CO, December 2018-August 2019
Administrative Assistant I, Receptionist, Security  
· Ensured smooth and efficient day-to-day operations by answering, screening and directing phone calls; organized and scheduled appointments; maintained contact lists and filling systems
· Researched clearances for visitors, insured classified information security, screened incoming personal and confirmed citizenship of all visitors
· Demonstrated ability to hold extensive organizational skills and handled numerous tasks simultaneously with interruption 
· Held a high degree of confidentiality when handling letters, memos, correspondence and company-confidential documents 
· Provided leadership support and responsible for adhering to administrative best practice procedures
Colorado Rising, Denver/Boulder, CO March 2018-November 2018
Regional Field Director, Volunteer Recruiting Manager for Colorado, City Leader of Loveland/Windsor/Johnstown/Berthoud, Lead Signature Gatherer, Notary for Fort Collins/Loveland/Berthoud
· Managed the planning and execution of multiple fundraising and circulating  events
· Coordinated, hosted and trained group sessions of volunteers,  created an open educational environment, presented and administered learning materials necessary for achievement, provided support and ongoing training when necessary
· Worked directly with the Board of Directors to conduct clear communication, task management and resolutions to problematic situations
· Managed and evaluated staff performance and served as a point of contact
· Notarized petition booklets for paid and volunteer signature gatherers


Professional Experience Continued 
E-Z Excavating, Frederick, CO Louisville, CO, August 2017-June 2018
Administrative Assistant, Receptionist
· Assisted with Human Resources by working with new hires and terminated employees; processed, entered and filed data and processed new hire packets
· Provided aid to Payroll, Accounts Payable, Accounts Receivable, the Project Estimators, Project Managers, Project Coordinators, and Project Administrators
· Welcomed all guests and  team members and assisted appropriately   
· Maintained, organized and ordered all office supplies inventory 
· Utilized task and time management  by completing daily filing and processing tasks accurately and by deadline

Valpak, Fort Collins, CO, February 2017- August 2017
Marketing Advisor
· Prospected and developed new business via phone prospecting, face-to-face cold calling, and networked in the local community 
· Worked under strict multiple print deadlines in a stressful, fast paced environment
· Learned sale techniques and diverting smoke screens, open ended questioning, presentation of a sales pitch, closing techniques, adding benefits and features to the sale, opening lines and relating to the client 
· Used problem solving to resolve conflict of client interest to the interest of the effectiveness of advertising layout, design, wording, type of deals offered, product discounts and prices
· Executed strategies to engage customers and improve business opportunities, both through retaining existing clients and attracting new patrons

OtterProducts, Fort Collins, CO, September 2015- December 2016
Customer Service Representative
· Cultivated long-term relationships with clients to achieve customer objectives and consistently increase sales
· Grew customer base by identifying needs to deliver relevant product solutions that achieve client budgets
· Strengthened traceability by accurately maintaining customer interaction and transactional records, while processing customer orders, forms, applications and requests from management, third party businesses, consumers and customers to enhance data tracking, sharing and retrieval
· Managed customer accounts, and directed requests and unresolved issues to the designated resource for corrective action
· Aided leadership by providing customer service process efficiency feedback for continuous customer experience improvement


Education

Bachelors of Arts, Communications with Media Studies (4.0 GPA)
University of Northern Colorado

