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Seeking a Creative Coordinator, responsible for communicating with all teams in 
unique ways with various personality types. Experience in Ensuring quality control 
while tracking a high volume of assets and deliverables.

EXPERIENCE

Creative Coordinator
ABC Corporation - JANUARY 1975 – SEPTEMBER 1979

 Worked on annual reports, photography, advertising agency artwork, 
and TV commercial shootings.

 Designed a uniform program for Sizzler Family Steak Houses and 
Kentucky Fried Chicken.

 Responsible for purchasing printing and art from outside vendors.
 Set-up an internal job control system and maintain jobs within budget

and deadlines.
 Supervised projects totaling over six-figures annually.
 Led, trained and developed a freelance team to execute assigned 

tasks quickly and efficiently meeting Brand standards and 
expectations.

 Sourced and coordinated all contractor efforts, placed and styled 
furniture, props, textiles, and lighting for installations.

Creative Coordinator 
Delta Corporation - 1973 – 1975

 Promote the proper use of function space and overall event space 
Planning Meetings as outlined in departmental guidelines Invent new 
ideas.

 Encounter it is my goal is to Exceed the clients expectations Build 
relationships with key customers and staying involved in the sales.

 Create advertising campaigns that have timelines Facilitate meetings 
with corporate heads and clients on a regular basis.

 Scheduling, and managing time efficiently.
 Assistant to Creative Director, editing theatrical TV spots, trafficking 

radio and TV spots, data entry, managing calls, and creating invoices.
 As a pastoral intern with Believers Church, I worked alongside the 

Senior Pastor in growing and expanding the churchs online presence 
and social.

 Includes entering project request into the database, and route to 
appropriate parties, maintain and distribute weekly reports.
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EDUCATION

 G.E.D

SKILLS

Graphic Design, Administrative, Training.

2


	Experience
	Creative Coordinator
	ABC Corporation - January 1975 – September 1979
	Creative Coordinator
	Delta Corporation - 1973 – 1975


	Education
	Skills

