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URL:  
www.mickeymichalek.com

^ Multi-Tasking and Very Detail Oriented!
^ Graphic Designer * Quark, Photoshop, Pagemaker, PowerPoint.

^ Media Sales Assistant in Houston.  Write copy if needed.
^ Telemarketing Sales Representative * Over 400 accounts in Houston area.

^ Telemarketing Software Setup and Maintenance - Telemagic 4.0 * 2 years.

^ PC Advanced - Windows 98 Power User, Internet and Email, Troubleshooting.

^ MAC Capable with Troubleshooting.

^ Great at customer service and personalizing to the needs of an account.

^ Ability to grasp new ideas and programs quickly and easily.

^ File Conversion Queen & Database Creation & Management.
Mickey K. Michalek

OBJECTIVE

OVERVIEW
A GRAPHIC DESIGN or MARKETING SUPPORT role in a busy environment that can use a Bright, Intelligent, Energetic and positive team member! Administrative, Marketing, DOCUMENT  & GRAPHIC  creation and support for today’s marketplace!   Available to a  company that can utilize my experience, knowledge and ability to grasp new ideas and projects easily!

Creative Graphic Design, Sales and Marketing Presentations. Experience as an in-house marketing team for an adult beverage wholesaler in Houston serving the restaurant and retail wine business creating menus, posters, direct mail pieces, POS, ads, and marketing materials using Quark, Photoshop, FilemakerPro and Pagemaker for Windows and Macintosh!!!  
Help Desk Quick Fixes for  Computer Software and Hardware Setup and Troubleshooting, i.e., parallel ports, serial ports, printer setup and maintenance, network troubleshooting, passwords and log on. Able to assist or work alone in these areas of a computer department or as an asset to the company.

EXPERIENCE
November 2000 - Current        NES Equipment Services                New Braunfels, TX

Administrative Assistant

Working as a secreatary/receptionist for heavy equipment rental company on the I-35 corridor.  General office duties. Computer, UNIX based billing entry, PO’s.




November 2000                   The Creative Group                                   Austin, TX

Austin Business Journal - Graphic Design – Freelance Position

Worked with graphics department in creation and editing of new and current ads for weekly publication and the Book of Lists 2001.




July 2000                            The Creative Group                                   Austin, TX

Graphic Design – Freelance Position

Worked for a marina on Lake Travis. Using Pagemaker and MS Office to update forms and brochures for boat leasing business.


June 2000                            The Creative Group/Office Team          Austin, TX

Office Manager – Temporary Position

Worked for two weeks with teamwork training and consulting firm in Austin. Coordinated design projects, book editing and composition with Pagemaker and Word; also basic clerical office duties.  Assignment ended June 29.



EXPERIENCE . .


April 2000 – June 2000    Canyon Lake Times Guardian    Canyon Lake, TX

Sales Representative

Worked here briefly selling advertising for the weekly paper and the Summer Welcome Guides that are popular for this area.  Created some ads for local accounts as well.


June 1999 – Present        The Clancy Group, Inc.                 Canyon Lake, TX

Self Employed

Working with fiancee in the set-up of corporation with plans for a franchise restaurant to be opening in Austin in early 2001.  Relocated to the San Antonio/Austin area from Houston for the business transition. 




Apr 1999–June 1999
         Gusto Marketing
                   Houston, TX

Media Sales Assistant

Assist sales reps in organization and priority placement of restaurant ads to be sold and run in the Houston Chronicle.

Assisted This Week Editor in selling ads, meeting copy deadlines and participated in the layout and copy write of the actual pieces that ran each Wednesday in 17 zones.  Eventually placed in charge of the project, allowing the editor to get out and sell the Ad Trade program that Gusto represents to local restaurants and clubs.

Sold and created ads for restaurants in Houston and worked closely with the creative team in setup of ads and proofing for release of copy.


April 1998 – April 1999           Republic Beverage Company                      Houston, TX

Graphic Designer/Print Coordinator, Business Development Department 

Transferred to this position for increased salary and broadened involvement in other areas of the company.  Began by managing the merger of two print service departments and joined our marketing team as the Business Development Department. 

Converted Macintosh files to the Windows format and maintained all Macintosh and Windows archives. Provided troubleshooting and support of Macintosh and Windows computers, programs and peripherals, including NT troubleshooting.

Coordinated design projects by interfacing with sales & marketing, individual accounts, data processing, and service bureaus. Job duties were design, write, proof and produce a variety of wine and spirit direct mail pieces, brochures, proposals, menus, table tents, wine training packets and other marketing materials for restaurants, retail accounts and suppliers (.e., Bacardi, Jose Cuervo, Kendall-Jackson, Sutter Home).  In charge of ordering wine list books, menu covers, and table tents for approved accounts. 

Ensured completion of all design projects within required timetables and budget guidelines.  Job included billing and charge backs using Access, Filemaker Pro and the companies AS400 inventory tracking and order system. Submitted to division managers for approval the estimated project cost from initial specifications given.

Implemented search and purchase of a large and fast printer for the Houston and Dallas offices, the Xerox Splash 5750 - The Empress.  Was also successful in getting the approval to update our software to include QuarkXpress 4.0 for Windows and Pagemaker 6.0. 

EXPERIENCE. . .


April 1996 – April 1998         Republic Beverage Company                     Houston, TX

Telemarketing Sales Representative, On Premise Wine

Responsibilities included inside wine and beer sales to over 400 accounts, deliveries and collections, product and priority sales tracking, new account development, lead generation for the entire sales force, updating customer information and product history sheet.

Setup, custom development and administration of a telephony-based customer calling & order tracking system with Telemagic 4.0 for Windows software, customizing its capabilities in tracking the status of accounts and follow-up calls. Developed a ‘911’-book for cold calling restaurants and bars. Created proposals and sale sheets to send out pricing and new product information to mass accounts.

Doubled case sales in the first year and increased profit by 250% over the previous year, doubled the number of active accounts, increased the average dollar sale per customer, in turn increased the commission rate for this position. Worked with upper management to expand the telemarketing role to include calling convenience store accounts for orders or customer service, which allowed for the outside sales representatives to broaden customer base and increase sales. 



EDUCATION
1990–1991
          Enterprise State 
                  Enterprise, Al

Majored in Computer Science.

Dean’s List, GPA 3.8, Earned Three Academic Scholarships

Certifications
Windows 98 Power User, Quark Xpress 4.0

To view transcript, go to  http://www.brainbench.com/    

and enter 186333 –Transcript ID Number



Portfolio Samples @  http://www.mickeymichalek.com
SOFTWARE KNOWLEDGE

PROGRAM
PLATFORM
PROFICIENCY

HTML
WIN 95/98
Currently Developing

WIN 3.1, WIN95, WIN 98
WINDOWS
Advanced

Windows Troubleshooting
WINDOWS
Advanced

MAC OS & Troubleshooting
MAC
Advanced

Microsoft Office 97
WIN 95/98
Advanced

Microsoft Works
WIN 95/98
Advanced

Microsoft Internet Explorer
WIN 95/98
Advanced

Microsoft Outlook Mail
WIN 95/98
Advanced

Internet Skills
WIN 95/98
Advanced

Filemaker Pro 4.0
WIN 95/98
Advanced

Filemaker Pro 3.0
MAC
Advanced

TeleMagic 4.0
WIN95
Advanced

GRAPHIC SOFTWARE



Corel Draw 3.0 
WIN 95/98
Advanced

Quark 4.0
WIN 95/98
Advanced

Quark 3.1
MAC
Advanced

Adobe Pagemaker 5.0/6.0
WIN 95/98
Advanced

Adobe Photoshop 3.0
WIN 95/98/MAC
Advanced

Adobe Illustrator
MAC
Basic

PowerPoint, Publisher
WIN95/98
Intermediate







