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               SANDRA LEVANTA

38 West 87th Street, Apt. 4A

New York, N.Y. 10024

Home (212) 769-0757▪Cell (646) 765-8869▪sanlev77@yahoo.com

11/02-12/02


  Tiffany & Co.



                                  


























   

New York, NY












Fine China and Crystal Dept.












-Retail Sales Associate-

· Executed sales of merchandise 

· Maintained customer relations/customer clientele database

· Supervised shipments, services on behalf of clients

11/01-12/01  


The Museum Company







































  Atlanta, GA












National gift and jewelry store












-Retail Sales Associate-

· Assisted in sales of store merchandise and fine jewelry

· Maintained stock entry, records of daily sales

· Assisted in showroom maintenance
5/00-3/01
Desktop News Corp. 







































 New York, NY

                      
Provider of open Web broadcast platform delivering content to desktops of users in a ticker format

-Marketing Communications Manager-

· Responsible for executing the marcom plan in support of the company’s marketing and revenue goals

· Managed a marcom team comprised of a copywriter, an art director and a coordinator

· Maintained relationships with all marketing communications vendors 

· Supervised the creation of sales collateral

· Managed the approved marcom plan to agreed budgets, resources and deadlines     

· Executed and managed all phases of Public Relations activities including:

Media allocation / Distribution of press releases / Creation of press kits and a media library

· Responsible for  the distribution of newsletters/announcements to users and brand partners

· Supervised web site development for marcom initiatives 
3/98-4/00
Muze, Inc. 













































 New York, NY


Leading provider of digital entertainment (music, books & video data) information

-Executive Asst. to COO/Marketing Communications Associate-
· Assisted COO with all types of scheduling: travel, personal appointments, business meetings and events

· Coordinated purchase of equipment for Operations

Marcom Associate:

· Developed and managed sales/marketing/communication resources

· Managed all PR initiatives in cooperation with a PR agency

· Directed design, production and distribution of all collateral and media kits

· Acted as the project manager for trade shows and other industry events (responsible for key messaging, all logistics, promotions, speaking opps., advertising)

3/97-1/98
SPI International 









































 New York, NY
                            
Licensing and distribution of television programs, animation co-production 

-Asst. Producer-

· Coordinated creation and logistics of promotional materials 

· Provided daily reports on development of projects to SPI president 

· Identified prospective global co-producers (i.e. TVE, ZDF, RAI) through research for current animation projects, established preliminary relations 

· Helped coordinate company presence at local and international television trade shows (i.e. MIPTV’97)

· Served as primary contact for animation houses and co-producers, coordinated the creation of animated footage

· Assisted producers in auditioning talent for promo voice-overs & animation projects

4/95- 3/97
Incomex, Inc.  








































          New York, NY

Sourcing and international distribution of soft textile goods

Logistics Associate Manager

· Served as a liaison between all accounts and manufacturers 

· Oversaw all phases of overseas production and its distribution

· Developed and managed domestic and international shipments; helped the company save over  $ 60 K seasonally by eliminating overhead and consolidating services (quotas, custom clearance, all freight fwdg).

· Managed exhibition and attendance at nationwide and international industry trade shows.

· Supervised production of publicity materials and advertisements

1/93-4/95
Tarnak Int’l Freight Forwarding   




























          New York, NY

Freight forwarding firm specializing in air and ocean transportation 

 -Import Logistics Coordinator-

· Managed all incoming (air-vessel-truck) freight transportation of international shipments for over 100 textile and fashion accounts

· Oversaw all import related phases, i.e. custom clearance, brokerage services

· Responsible for budgets, negotiated rates with all international shipping companies, airlines, etc.

· Handled all accounts’ inquiries regarding shipments

7/91-1/92
Kirchman Corporation    


































            Orlando, FL                    
Banking Software Developers

-Technical Writer and Translator-

· Edited procedural and instructional material for banking software

· Translated company materials and white papers from English to Turkish and vice versa

EDUCATION

NYU-School of Continuing Professional Studies,                                                                     New York, NY                                                                

Certificate Degree, Broadcasting and Business of Entertainment, December 2000

Bosphorus University  (Bogazici University)
 





















           Istanbul, Turkey                                                    Bachelor of Arts, Translation & Interpretation (English, French), July 1991

New York Institute of Technology




























          New York, NY
                                                                      
Studies in M.A., Television Production and Communications, 1992






Centro di Studi Italiani



































        Istanbul, Turkey
                                                                                  
Italian Language Studies, 1990

ADDITIONAL

DATA

· Member of CTAM (Cable and Telecommunications Association for Marketing)
· Spanish, French, Italian, Turkish (native language)

· Yoga, swimming, tennis, roller-blading, film, art & history, reading, cooking

· Member of  UJA Federation -Young Entertainment, Media and Communications Division

COMPUTER

SKILLS


· MS Excel, MS Word, Power Point, MS Project, ACT-Sales Software, Bacon’s Database
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