Russell Heller

________________________________________________________________________

Employment:

2006 - present
Exec./Admin. Assistant

RJL Resources, New York, NY


Provide secretarial, reception and clerking duties, which include but are not limited to:

· Travel Scheduling

· Expense Reporting

· Ongoing Database Maintenance

2006
Field Manager



Grassroots Campaigns, Inc., Denver, CO


Raised funds for the Democratic National Committee 

· Consistently achieved over $800 per day average

· Consistently achieved more than 4x office quota

· Promoted to Field Manager within first 3 months

2005
Quality Assurance Analyst

Grey Advertising, New York, NY


Tested and developed online marketing materials

· Coordinated with development groups to write administrative manuals for web-based Internet applications

· Proofread and edited marketing materials

· Clients included Adobe, Bellsouth, NetBank, Pfizer and Xerox

2004
Field Manager



Grassroots Campaigns, Inc., New York, NY

· Consistently achieved over $800 per day average

· Consistently achieved more than 4x office quota

· Promoted to Precinct Captain for “Get Out The Vote” in Columbus, OH

· Achieved 3x office quota for voter turnout

2001-2003
Legal Assistant



Mary Perry, Paralegal Services, Rochester, NY

· Edited, proofread and transcribed legal documents.

· Conducted extensive research for legal team on topics such as Social Security Disability and Supplemental Security Income Benefits

Education:


1997 -2001
B.S. (Speech) 



Northwestern University, Evanston, IL





3.63/4.0 GPA





Dean’s List Honoree


116 Clara Street, Brooklyn, NY 11218


Phone: (917) 375-7431 ( e-mail: russheller@yahoo.com











