Margaret Costello

21 West Chestnut Street, Apt. 1607, Chicago IL 60610

312-643-1607     InAClearing@Yahoo.Com

CAREER OBJECTIVE

To secure a Desktop Publishing print production / management position where I can apply skills and abilities developed from various academic and career achievements; where I can employ superior listening, speaking, writing, and computer skills necessary in making immediate and intelligent decisions; where I can contribute as an expedient worker and team player, with one eye on project details and deadlines, and the other on company policies and goals.

EMPLOYMENT HISTORY

Marketing Manager for a small electronics manufacturing co. * Chicago IL * April 2001-present

* Create marketing materials of pictures, specifications, waveforms and charts.

* Organize, distribute, document mailings.

* Maintain MS Word database of 1600 people. 

* Develop 8½"x11" marketing pieces on analog and digital photocopiers, mail in 9½"x12½" envelopes. 
* Assemble marketing pieces in 3-ring binder catalogs. 

* Improve output readability & appearance (approx. 85%) of mailings and enclosures.

* Lower supply costs, in some cases, by as much as 50%-100%.

* Reduce distribution time (approx. 60%) through organizing, focusing and a naturally quick pace. 

* Reduce the number of staff-error mail returns to nearly 0%. 

Contract / freelance desktop layout and office support * Chicago IL * March 2000-April 2001

Loyola University Chicago * Chicago IL * December 1997-March 2000

Assistant to Director of CPA Review Program;   

Desktop Publisher for Dean of School of Business Administration

Clerical Support to Accounting Department Professors

* Followed CPA students from inquiry thru enrollment; achieved enrollment quota.

* Wrote, designed, and produced promotional pieces. 

* Was liaison between faculty, publishers and bookstore for timely delivery of textbooks. 

SOFTWARE

* Both MAC and Windows platforms:  MS Office, WordPerfect, PageMaker, Paradox, QuarkXpress, Illustrator, Photoshop, FreeHand.

* Mainframe: COBOL and BASIC

EDUCATION

Classes in QuarkXPpress and FreeHand, The School of the Art Institute of Chicago.  

Computer Programming for Business Diploma, DeVry Institute of Technology.  

Bachelor of Science (BS), Chicago State University, Chicago, IL.   

