3038 Regency Park Drive

Murfreesboro, TN 37129

Ph: 615.907.6772

E: memejo78@yahoo.com

MELISSA J. DUNN

EDUCATION

Tennessee Technological University – Cookeville, TN



       

           1998-2001
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Bachelor of Science Degree in Business Administration, Major: Marketing
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Graduated Magna Cum Laude, GPA 3.725
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Phi Kappa Phi Honor Society, Beta Gamma Sigma Honor Society
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Dean’s List, Outstanding Junior GPA Award, Fixtur-World Endowed Scholarship Recipient, Who’s Who Among Students in American Universities and Colleges

Dyersburg State Community College – Dyersburg, TN



     
    
           1996-1998
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Associate of Science Degree, Concentration: Psychology, GPA: 4.0
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Phi Theta Kappa Honor Society – International Conference Delegate
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Dean’s List, Outstanding Graduate Award

EXPERIENCE

Michael Betts & Associates – Franklin, TN




                           May 2003 – Present

Marketing Coordinator
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Managed all daily office administrative tasks
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Coordinated and administrated marketing projects
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Administrated 2003 Welcome Home Ministries Golf Tournament

Starbucks Coffee Company – Murfreesboro, TN

       

 
 
    October 2001-May 2003

Barista
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Trained in all supervisory skills including cash handling, inventory management, and equipment maintenance
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Assisted in training of all new employees
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Awarded several MUG (Moves of Uncommon Greatness) awards and winner of 2001 holiday retail contest
Middle Tennessee State University – Murfreesboro, TN           

            
                 January 2002-August 2002

Human Sciences Department Front-desk Receptionist
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Greeted and helped visitors and students of the University
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Assisted professors by creating PowerPoint presentations and designing flyers and brochures 
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Performed office tasks for over 25 professors including filing, faxing, copying, and multi-line telephone operation

SKILLS AND RELEVANT COURSES
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Proficient in Microsoft Word, Excel, PowerPoint, FrontPage 2000
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Experienced in data analysis and interpretation
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Skilled in web page design with some knowledge of HTML; web page: www.geocities.com/mjdunn2001
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Marketing Research, Business-to-Business Marketing, Data Analysis, Business Communications, International Management, Advertising, and Retailing

ACTIVITIES AND INTERESTS
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TTU Marketing Club – Best Southern Regional Chapter (1999-2000) Community Service Committee (Fall 2000)
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Nashville Advertising Federation – Active Student Member (Fall 2000-Spring 2001)
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TTU Latin-American Festival – Volunteer, Marketing Coordinator (Spring 2000)
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Campus Crusade for Christ – Worship Music Coordinator / Music Leader (Spring 2000-Spring 2001)
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Upward Basketball – Assistant Coach, Scorekeeper (Spring 2000, Spring 2001)

(References available upon request)

