
	heather Anderson
3001 Fredna Pl. Midland, TX  79707 – 432-213-1042
heathercherise@yahoo.com

	My goal is to obtain a position that will allow me to utilize my experience, knowledge and diversity of talents in order to successfully grow within a company.


Experience
	Nov ‘12 – Present
Local sales manager, kmid-tv
· Lead a team of Account Executives by helping them manage their goals, develop new business while maintaining existing business
· Management, implementation, and execution of all projects and promotions
· Meeting and/or exceeding monthly/quarterly and annual  budget expectations
· Corporate reporting: weekly pace report, GM report, quarterly review, annual budgets, collections, etc.
· Management of air time inventory, including rate adjustments and program changes
· Staff development, including training and continued education of all products/services
· Account Management- managing a list of active accounts including submitting avails, post reporting, contract entry, traffic, script writing, and any other customer service needs
· Handle all trade accounts for the station, including negotiating the terms of the agreement, fully executing the trade agreements, and contract entry.
· Political advertiser contact.  All political ad spending was handled by myself in accordance with the FCC regulations


	Aug ‘08 – July ‘12
business teacher, midland isd
· Teaching students Business Computer Information Systems I and II
· Teaching the students Business Imaging in Multimedia
· Following all TEKS required for each class
· Duties include: lecture, notes, hands-on activities, assigning homework, administering tests, checking for student understanding and re-teaching lessons as necessary
· Attending CE courses, including the TCEA


April ‘07 – aug ‘08
LANDMAN, ASSISTANT TO TITLE ATTORNEY CRUCIAL ENERGY SOLUTIONS
· Research county records to determine mineral, leasehold, and surface ownership
· Review county records by traveling to the local county courthouse to review county records
· Analyze and research results to select the relevant information to input reports and 
· As an assistant to the title attorney I reviewed legal descriptions, surveys and prepared instruments of conveyance and related documents for proper form, accuracy, appropriateness and completeness. 
April ‘06 – aug ‘07
ACCOUNT EXECUTIVE, entercom communications
· Sales and marketing of air time and station promotions to local and regional businesses
· Maintenance of Accounts: sending avails, submitting proposals, contract entry, traffic instructions, production orders, writing ad copy, routine follow up
· Generating new business
· Account collections on all past due invoices
· Administrative duties include: filing, research, building spreadsheets, sending emails, phone calls, etc.
· Attended all remotes or station appearances

june ‘03 – feb ‘06
ACCOUNT EXECUTIVE, krbc-tv
· Sales and marketing of air time and station promotions to local and regional businesses
· Maintenance of Accounts: sending avails, submitting proposals, contract entry, traffic instructions, production orders, writing ad copy, routine follow up
· Generating new business
· Account collections on all past due invoices
· Administrative duties include: filing, research, building spreadsheets, sending emails, phone calls, etc.
· Attended all station appearances and promotions



Education
	SEPTEMBER 1996
business administration, mcmurry university
Business major with a focus on marketing.  I maintained a GPA of 3.6 or higher, making the “Who’s Who” list each semester

	MAY 2000
REGISTERED MASSAGE therapist, austin school of massage therapy
I was the youngest person, at the time, to pass the state board to be a RMT.

OCTOBER 2008
BUSINESS TEACHER, TEXAS BOARD OF EDUCATION
I became certified by the State of Texas as an educator, teaching many facets of business 




Skills
	Management Experience
[bookmark: _GoBack]Word, PowerPoint, Excel
CRM experience
Research, Communication, Teamwork
Initiative, Planning, Organization
	ALL Administrative Duties
Spreadsheet and Proposal Creating
Adequately determine and achieve a budget
Multi-tasking, thriving in high pressure environment


references
Available upon request
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