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Michelle L. Karl

Email: MLK314@aol.com
Work Experience

Sac Capital Advisors, LLC – Stamford, CT


Operations Analyst: May 2002 - Present

Administrative Assistant to the Operations Department: February 2002 – May 2002

· Daily Procedures: Confirm trades, Manage cash flow, Coordinate wire transfers, Review margin calls

· Maintain investor relations database

· Aid in preparing monthly & quarterly statements

· Prepare wires for payment of monthly fees


Administrative Floater: October 2001 – Present

· Assist Management on projects as needed

· Process purchase orders

· Support Administrative Assistants

· Oversee reception for two hours daily

· Maintain Legal Department paper flow

Dale Carnegie Training – Norwalk, CT & Timonium, MD


Graduate Assistant: January 2002 – April 2002

· Demonstrated class assignments on a weekly basis

· Assisted Trainer with coordination of session activities


Intern: September 2000 – December 2000

· Shadowed trainers in sessions including High Impact Presentation, Sales and Supervisory Training

· Attended sales calls

International Meetings and Science, Inc. – Stamford, CT


Junior Account Executive: July 2001 – October 2001


(Temporary Position through McIntyre Associates)

· Assisted in Congress Meeting preparation

· Maintained contact with clients, vendors and national and international faculty

· Participated in weekly status meetings with Senior Account Advisor and Account Supervisor

· Researched and compiled central resources for informational congresses and journal publications
· Processed accounting records

· Scheduled client meetings
Education

Towson University Honor College - Towson, MD

· Bachelor of Science, Communication Studies with a minor in Business Administration, May 2001

· Summa Cum Laude, GPA - Cumulative, 3.862
University of Tasmania - Hobart, Australia

· Semester abroad - Spring 2000

Dale Carnegie Training – Timonium, MD
· Training course - Fall 2000
Honors & Awards

Towson University Presidential Merit Scholarship 

Towson University Honors College Merit Scholarship 

Towson University Dean's List 

Golden Key National Honor Society 

Lambda Pi Eta Honor Society

Pi Kappa Delta Honor Society

Soft Skills

Public Speaking

Leadership

Organizational

Motivational

Technical Skills


Computer Literacy – Mac & PC

· Microsoft Office (Excel, Word, Access & Power Point)

· Corel Word Perfect

· File Maker Pro

· Front Page


LCD Equipment

