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Melissa T. Speed

	Objective
	To help implement a company’s business plan by applying my extensive administrative skills and public relations talents to encourage smooth and efficient operations of the organization.   

	Summary of qualifications
	My 25 years of experience in the administrative side of the business world have included management positions in recreational, banking, private and publicly-funded –industries—a broad range of experience that qualifies me to handle just about any administrative challenge offered.  In addition to my ability to work well with colleagues, customers and vendors, I offer a high degree of organizational skills and multi-tasking abilities, qualifications that are well suited to managing the day-to-day operations of a company.  Specific skills include mastery of Microsoft Word, Excel, Access and Quickbooks.  In addition, my ability to work independently allows other management team members to concentrate on their specialties without having the extra burden of worrying about daily operations.

· 

	Work experience
	2000 to present                Paxton Farm, Inc.                           Batavia, OH

Office Manager

Currently manage the business operations of a large privately owned horse show and training facility.  Duties include all purchasing, contractor relations, event scheduling and production, billing, accounts payable and receivable as well as attending to staffing and human resource issues. 

1996-2000
MS Management
Florida and Colorado

Professional Horse Show Secretary

My business centered on the planning and execution of large horse shows, from initial processing of hundreds of entries, to the coordination and scheduling of contestants as well as judges to avoid duplication and to ensure concurrent competition in as many as five arenas.  With an average of 250 entries, it was critical to ensure to-the-minute scheduling and efficiency.  Once on-site, customer service and attention to detail was the most important facet.  In the course of my business, I was awarded contracts for some of the most prestigious events in the industry, such as United States Dressage Federation (USDF) Regional Championships, Dressage in the Rockies, Wellington Dressage, Palm Beach Dressage Derby, Cincinnati CDI and the crown jewel, Dressage at Devon.

1993-1996
University of Colorado
Denver, Colorado

Office Manager

Managed the business side of the Charles McHenry Lab and the Molecular Biology Program led by Dr. McHenry.  Duties included all purchasing, delivery and coordination of purchases required of a scientific lab in keeping with strict University budget and contract parameters.  Managed allocation of National Institutes of Health (NIH) grant funds as well as private funds, again, to fit the parameters of the research involved.  Responsibilities entailed management of the local computer network, grant preparation, supervision of administrative staff, coordination with other university departments and program members.  My administration of the Molecular Biology Graduate Program included arranging program seminars, retreats, graduate orientation and student performance tracking.  All of this required close cooperation and interaction with various departments and department heads as well as outside vendors.

1992-1993
Ft. Howard Paper Company
Boulder, Colorado

Operations Manager

Managed the operations of the district sales office for a large paper products company.  Duties included sales analysis, office management, coordination of sales force reports and reconciliation of sales reports between the company and the many distributors in an eight state region.  

1975-1990
Various Banks and S & Ls
Colorado & California

My career started with bookkeeping management positions in commercial banks in Estes Park and Ft. Collins and then proceeded to branch management and sales management of wholesale telemarketing departments of various savings and loans.  Was responsible for managing the money desks in which we sold $100 thousand certificates of deposit to public entities and other wholesale operations.  Most recently managed a money desk that exceeded $1 billion.



	Education
	1992
Regis University
Denver, Colorado

Bachelor’s degree in Business Administration

· Concentration was finance with a minor in economics.

1988
Institute of Financial Planning
Denver, Colorado

Certification in Financial Planning

     Personal financial planning certificate as offered by the original financial planning institute.
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