JENNA M. SMITH
2231 Katherine Drive, Niagara Falls, NY 14304  

716-804-1418 – jmsmith002@gmail.com
              
A professional experienced in:

SPECIAL EVENTS, FUNDRAISING, DONOR RELATIONS, SOCIAL MEDIA AND 

CREATIVE PROBLEM-SOLVING

OBJECTIVE
To seek a position within a prestigious institution of higher education in the field development and special events.  
Experience and academic preparation includes:
 

Special Events 

Donor Relations

Fundraising
Public Relations
Social Media
Audio/Visual Direction

Marketing

Creative Problem-Solving
FourSight Certified
Facilitation

Group Tourism Management
Adobe CS2 & CS3

Raiser’s Edge
Microsoft Office

 
EDUCATION
 

Pursuing master’s degree in creative studies, expected graduation 2011

State University of New York College at Buffalo (Buffalo State) – Buffalo, N.Y.
Bachelor’s degree in public communication ACEJMC, Cum Laude, 2008
State University of New York College at Buffalo (Buffalo State) - Buffalo, N.Y.

Associate’s degree in communications and media arts with honors, 2006

Niagara County Community College - Sanborn, N.Y.
 

RELEVANT EMPLOYMENT AND EXPERIENCE 
 
Foundation Associate - Niagara County Community College Foundation - Sanborn, N.Y. - 6/08-present

· Special events coordination and execution for Foundation and Alumni purposes including the annual scholarship gala, alumni reunion and scholarship acknowledgement events

· Design and coordination of direct mail solicitations 

· In-kind and cash gifts development and tracking

· Writing tasks such as marketing/communications plans, newsletter development, press releases, email newsletter, social media tactics and website updates
· Research and development of new web based tools for fundraising purposes

· Development of design concepts reinforcing brand awareness
· Communication and management of Foundation/Alumni Board, Steering and Auction Committee meetings, minutes, presentations and proposals
· Oversees a combination of 11 work study students, interns and event planning students
Logistics Coordinator - International Center for Studies in Creativity (Buffalo State College) - Buffalo, N.Y. 3/08-8/08

· Constant communication with over 40 international professionals attending a distance learning program seeking a master’s degree in creative problem-solving and change leadership 
· Coordination of all logistics such as international concerns, food, housing, payment, area information and transportation

· Planning and execution of various special events focused on welcoming international students 

· Oversaw two interns 
Marketing & Sales Coordinator - Spirit of Niagara Tours - Niagara Falls, N.Y. - 1/08-6/08

· Developed marketing tactics addressing the group tourism market

· Assisted the tourism director with the coordination of tours, transportation and logistics for large conferences
· Supervised welcome center staff and welcome center event functions

Foundation and Community Relations Intern - Opportunities Unlimited of Niagara - Niagara Falls, N.Y. 7/05-12/05

· Supported Foundation and Community Relations staff through writing, design and special events responsibilities

CAREER HIGHLIGHTS

 

· Fundraising/Special Events - Coordinated various special event tasks such as event registration, transportation, décor, audio/visual, food and beverage, theme incorporation, and donation solicitation. 

· Database Experience - Utilization of the Raiser’s Edge database to update constituent information, track alumni, develop financial reports, create direct mail pieces, solicitation letters and receipts.

· Marketing/Public Relations/Advertising - Completed and delivered public relations literature, marketing and advertising plans for profit and non-profit organizations. 
· New Media – Researched and launched a social media plan for higher education purposes as well as the continued development of web based fundraising tools. 
· Graphic Design - Experience with Adobe CS2 & CS3 specifically Adobe InDesign for development of informational fliers, invitations, forms and presentations. 

· Audio/Visual - Directed video productions focusing on higher education achievement and distinction. 
· Facilitation - Trained in-group facilitation through creative problem-solving.
· FourSight- Certified in FourSight a breakthrough thinking preference assessment tool
 

 
AWARDS, MEMBERSHIPS AND AFFILIATIONS
 
Zonta Club of Niagara Falls 2010 Scholarship Winner, Parnes-Noller 2010 Scholarship Winner, Commendation Award for Academic Excellence, Outstanding Service-Learning Course Award, Alpha Beta Gamma Honor Society, Rho Psi Lambda Phi Eta Honor Society, Accrediting Council for Education in Journalism and Mass Communications, Creativity & Innovation Management Conference, SUNYCUAD 2010 Conference
