Dana Marie Parvey
318 Windrush Blvd #10, Indian Rocks Beach, FL 33785
Phone & Fax Number 763.498.3441
socialgracesmn@gmail.com

Professional History
Ocean Properties (The Belleview Inn)






Oct 2018- July 2019
Lead Font Desk (Reservations), Concierge & Guest Services

Smart Style by Regis

Receptionist (Reservations)/Retail Sales, Monticello, MN 763.295.4507

2017
Social Graces











Owner, Wedding Planner & Officiant, Two Harbors, MN 



2005 to 2016
Odyssey Development, DBA Odyssey Real Estate Group, Two Harbors, MN 



Office Manager/Administrative Assistant (Seasonal)
218.834.2495


2008







The Suites at Waterfront Plaza, Duluth MN









Director of Group Sales and Events(Group Reservations)218.727.4663


2007
Odyssey Development, DBA Larsmont Cottages on Lake Superior, Two Harbors, MN

 
Operations/Owner Relations Manager 


800.555.555


2005 to 2007
Group Event Coordinator/Sales
Administrative Assistant 
Guest Services & Gift Shop Manager
Front desk (Reservations)
Nations CareLink, Brooklyn Park, MN



 

Home Based Insurance Evaluation Telephone Screener 763.585.4575


2001 to 2003
Leonard Street and Deinard, Minneapolis, MN





Event Coordinator/Database Manager 


612.842.8600


2000 to 2001

BCW Video, Minneapolis, MN 






Office Administrator/Convention Coordinator

612.338.4887


1998 to 2000
ReliaStar Financial Corp., Minneapolis, MN 




Community Relations Assistant/Event Coordinator
(Bought Out)


1996 to 1998
Corporate Switchboard Operator
Jackie Ann Hair Salon, Minneapolis, MN





Nail Technician/Front Desk Administrator

(Out of Business)

1990 to 1996
Tanning Salon Manager/Front Desk Administrator
Accomplished Responsibilities

Administrative:
Accounting/Payroll/Cash Handling

Night and Internal Audit

Human Resources

Recruiting/interviewing/training/scheduling/daily management and recognition of staff and volunteers

Development of staff training/procedural manuals on customer service and company programs/procedures

Development and reporting of annual client surveys

Newsletter writing, editing, design and production both in print and for intranet/internet based bulletin boards

Management of resort on call massage therapists

Video and written training material production assistance, coordination and editing for real estate agents

Management of Office Real Estate Multiple Listing Service Listings

Research projects

Grants and Matching Gifts management

Access database design/data entry, word processing, Power Point presentation design, Excel spreadsheets

Shipping/receiving and inventory management

Extensive copy and print project management

Computer systems hardware/software management and support

Directing internal/external calls 10 lines, telephone and voicemail instruction to employees
Publishing quarterly Employee Resource directory

Establishing and maintaining file systems

Hosting Open House’s
Corporate Switchboard Operator (10 incoming/1500 extensions)

Event Coordination:
Self-employed wedding planner and wedding officiant 2005 to present
Event and lodging sales, marketing and advertising

Development and on site management of corporate client/employee related events including conventions; seminars; tradeshows; entertainment; educational and fundraising campaigns; training; volunteer recruitment and recognition

Event theme and collateral development

Sourcing/purchasing

Budget establishment/ROI reporting

Contract writing/negotiation/fulfillment
Vendor management

Travel arrangements

Education

Duluth Area Realtors Association, Administrative Staff Training 2008

Executrain, Minneapolis, MN Microsoft Office Products Training 1998
MicroEdge, New York, NY MicroEdge Software Training 1998

Minneapolis Council on Foundations, Minneapolis, MN, Institute for New Staff and Grant Request Management 1998
Stewart School of Hairstyling, Brooklyn Park, MN Nail Technician Graduate 1993

Elk River Senior High School, Elk River, MN Graduate 1988

References

Heather Lofstuen, General Manager The Suites and Coworker, Odyssey Development (612)518-2847
Denise Lofgren-Fisher, Coworker, ReliaStar , Client of  Social Graces (612)670-5853
Debbie McCellen, Client of Social Graces (612)812-9801
