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Miki Davis


Martha R. (Miki) Davis

718 Sycamore Avenue, #83
Vista, CA 92083
Cell:  619-861-1125

Email: mikid54@earthlink.net
SKILLS:
Computer:  

Proficient in the use of IBM compatible 




and Macintosh computers


Software:    

Proficient in: Microsoft Suite (Word/Excel/Powerpoint/Publisher/Excel),



Access, and several accounting software programs (QuickBooks, Peachtree) 


Office Machinery:
10-key calculating machine, switchboard, 




photocopiers, printers

EXPERIENCE:
On-Going
Davis Marketing


Co-owner


For a number of years I have pursued contract/project work in broadcasting, marketing, advertising and public relations.  I have performed the services of a media buyer, copy writer, and producer and creator of newsletters, among others.  I have written, ghost-written, edited and produced many projects for a wide variety of companies and organizations, from technical to real estate.  Samples are available.


1/99-7/02
TechSpan, Inc.


Fairfax, VA


Operations Manager, East Coast Region.  


Supervised travel, accommodations, and billing for over 150 software consultants, and worked as part of a 3-person team to create this international company’s management information system (MIS) methods and forms, and produced all subsequent monthly and quarterly MIS reports for Eastern Region.

11/95-12/98
NIIT, Inc.

Atlanta, GA


Administrative Assistant to CEO and CFO 


Supervised travel, accommodations, and billing for over 100 software consultants/engineers throughout the US and supervised payroll and accounting departments.  

5/95-10/95
Envision Development Group, Inc.



Morgantown, WV and Atlanta, GA


Sub-contracted to proofread and edit both soft and hard copies of AT&T Team Leader Course and UPS Team Leader Course.

5/93-7/95
The Dominion Post

Morgantown, WV


Personal assistant to the publisher and associate publisher (owners of the business), and company’s marketing coordinator.

1/92-5/93
Monongalia County Drug and Alcohol Council

Morgantown, WV


Development Specialist


Performed public information and marketing tasks and served as liaison with the project’s volunteer task forces.


Note:  Attended West Virginia University in order to complete my BA degree in Marketing while working with the Monongalia County Drug and Alcohol Council.

4/89 - 1/92
The Dominion Post

Morgantown, WV


Marketing and Promotion Coordinator


Co-op and Research Coordinator


Created and/or produced all marketing and promotion events and programs for the various departments of the newspaper; wrote and produced internal and external promotion and sales pieces; supervised a region-wide statistical survey of subscribers; worked with advertising sales department in obtaining co-op monies for clients.  Acted as liaison with company’s advertising agency.

1986-1989
Grewe Advertising

Fairmont, WV


Opened a branch office of this Wheeling, WV-based advertising agency.  Acted as account executive, media buyer, copy writer and production supervisor. Created and supervised all media and production budgets. Handled all phases of creation and production of radio, TV and print ads, and collateral materials.  Accounts included: First Exchange Bank, George (Buffy) Warner senatorial campaign (he won against heavy odds), and MountainNet.

Prior to 1986
Held various positions prior to 1986 in advertising agencies as media buyer, copy-writer, and market research analyst, and with radio stations as copy-writer, traffic manager and on-air as commercial voice.


Worked as media buyer on such accounts as Southern Airways, Great Southwest Corporation (Macco Construction and Six Flags), and Texas International Airlines.  


Have obtained a real estate license in two states (California and West Virginia)

.

On-Going
Davis Marketing


Sole Proprietor


For a number of years I have pursued contract/project work as an editor and copywriter.  I have written, ghost-written, edited and produced many projects for a wide variety of companies and organizations, from technical to real estate.  Samples are available.
EDUCATION:
Attended Cambridge School of Radio and TV Broadcasting in Boston, MA


Received Bachelor of Arts degree from West Virginia University, Morgantown, WV.


REFERENCES:
Available on request
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