MONICA S. DORBIN

(602) 740-1506 mdlakm10@yahoo.com

SUMMARY

Innovative meeting planner with proven succes$iénimplementation and management of details related
to high-profile events and trade shows. Diversekeound in academia, hospitality, consumer goods
and health care industries. Developed abilitydoeed internal and external client expectations by
providing top-notch service as executed throughatty@ication of a proactive approach, concise
communication and project management. Core compiete

¢ Problem-solving oriented » Team player or independent worker
e Solid multitasking/administrative abilities » Creative/design sense
« Proficient in Microsoft Outlook, Word, » Organized with time management skills

Excel and PowerPoint

PROFESSIONAL EXPERIENCE

PEARSON EDUCATION, Chandler, AZ 2004-2010
Exhibits Coordinator/Events Specialist
Managed meeting and administrative componentsifitatiand basafpublishing) teams consisting of
regional vice presidents, district managers and 29e sales representatives across 15 states.
* Incorporated logistickr more than 200+ trade shows/events yearly engw@istrong company
presence at regional and national levels
» Presented collaboration opportunities to multiptaBon divisions for effective pooling of
resources leading to higher level sponsorshipsaadts
* Increased team efficiency through the developmedtsharing of a systematic calendar which
defined pertinent details for current and upcontdagferences
» Traveled throughout the United States to seamldaslijtate conference/event details enabling
the sales force to concentrate on customer interaahd business development
* Budgeted and maximized cost savings through ndgotiaf vendor contracts and supervision of
hired staff for optimal performance
* Conducted research on upcoming trade shows toensegting of deadlines for items such as
hotel accommodations, exhibit registrations, adsiad submissions, material shipments and
other related items

Executive Assistant to Vice President of Publishifigemporary Assignment)
Handled variety of administrative tasks includigeduling of meetings and travel coordination.
Ultimately promoted to full time events positionsied on exemplary performance.

FRANK RUSSELL COMPANY, Tacoma, WA 2000-2003
Project Coordinator — Russell University
Supported manager and team with variety of projedtged to financial education for internal
employees.
* Generated and distributed pre- and post-traininggnads for participant use and tracking of
feedback to monitor seminar effectiveness
* Monitored inventories of meeting materials andagfsupplies for manager to ensure appropriate
guantities were readily accessible



Project Coordinator — Consulting Division
Worked within team of project coordinators to coetglclient assignments for group of 13 financial
consultants.

» Applied intermediate to advanced levels of complterwledge and company specific macro
functions to create detailed presentations for glbaust access and incorporation into corporate
presentations

» Utilized Russell specific software for researctaofuracy of data being presented

E. & J. GALLO WINERY, Bellevue, WA 1998-2000
Assistant to Regional Manager-Vanguard Division aidashington State Manager
Supported upper management in all department astration focusing on confidentiality and accuracy.
» Created spreadsheets and presentations for marsagkssiles team for use as reference during
business meetings
» Ordered and distributed POS items for Northwesbregtaff ensuring current materials were
readily available
* Worked closely with sales teams in tracking schesiahd weekly/monthly reports to keep
managers updated with employees current actiamesassignments

OTHER RELATED EXPERIENCE

PAINTED DESERT TOURSAND EVENTS, Scottsdale, AZ

Operations Manager — Southwestern Art and CulturBburs/Events

Designed and managed all aspects of specializaghgonrs to exceed owner objectives. Created and
implemented artist tour for"'8Annual Sunsational Scottsdale Fam to showcase @oytgunique tour
and event offerings. Company liaison for Meetimgf€ssionals Internation@/PI) and Scottsdale
Chamber of Commerce. Reviewed incoming and deeelgples leads for acquisition of new business

STARWOOD HOTELS & RESORTSWORLDWIDE, INC., Phoenix, AZ

Assistant to Director of Corporate Communications¥lestor Relations

Maintained investor databases and coordinated @hnigorganization of materials. Edited and distiéiou
press releases to hotel properties. Supervisegliemy employees in completion of various projects.

MARICOPA MEDICAL CENTER, Phoenix, AZ

Continuing Medical Education Coordinator

Department liaison for attending physicians anéesg doctors. Responsible for organizing all nmegt
registration processes. Conducted onsite inspectiod pre-conference meetings with local venues to
ensure quality control of programs and finalizataddmrmeeting details

SCOTTSDALE PRINCESS RESORT, Scottsdale, AZ

Administrative Assistant to Resident Manager

Reported directly to resident manager of 600 roof®A Five Diamond resort providing assistance with
an emphasis on timeliness and accuracy. Genetatlydstatistical reports for manager to present at
Executive Committee meetings and maintained artdllised hotel policies, procedures, invoices and
purchase orders. Oversaw guest inquiries and medhamenity and VIP requests

Business Center Supervisor
Supervised team of 2 to ensure department outjgteal with company objectives and goals.

EDUCATION

B.S., Hotel and Restaurant M anagement
Northern Arizona University, Flagstaff, AZ

PROFESSIONAL AFFILIATIONS

Member of Meeting Professionals InternatiofhPl)



