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6112 Clark St. - Des Moines, Iowa 

Melissa.mccarroll@hotmail.com (515) 419-2781 

Highlights of Qualifications
Strong relationship builder, multi-tasker, can manage multiple projects, time management skills, responds quickly to changing business needs, budget management, domestic and international program management experience 
Professional Experience
Aviva USA/Athene (April 2008- Present) Meeting and Event Planner
· Accountable for planning and execution of 120+ annual meetings supporting all business lines for the company    
· Provide strategic direction for the meetings
· Lead corporate-wide event planning services 
· Design and manage all field and member services recognition programs
· Leader for field incentive conferences, field compensation, field recognition and marketing controller 
· Managed multi-million dollar program budgets: all programs under budget and with a 97% minimum satisfaction rate

· Key decision making authority in regard to program development and design
Principal Financial Group (August 2007 – April 2008) Meeting Coordinator 

· Developed, designed, coordinated, and managed company business and incentive meetings, including field agent and management training programs, sales manager meetings, sales forums, regional planning meetings, field council meetings, industry dinners and other programs on a cost-effective basis for all business 
· Negotiated hotel and Destination Management Company contracts 

· Managed and maintained reporting to capture all costs associated with a meeting and identify savings provided to the client 
ITA Group (March 2005 – August 2007) Program Manager 
· Coordinated the operation of group travel programs for specific clients
· Negotiated and confirmed land arrangements to maintain specified profit margins 
· Functioned as Team Leader working with the Program Associate, Participant Specialist, Systems Strategist, Supervisor of Creative Services, Art Director, Copywriter, and the Web Development Team for the common goal of supporting the travel programs 

· Negotiated signed contracts with suppliers
· Responsible for client presentations, attend site, and client visits
· Managed creative documents, website development and build, developed and managed the participant specialist and system strategist teams 
Education
Bowling Green State University (2000 - 2004) 
BA in Interpersonal Communications with a Career Focus in Public Relations and Event Planning
Community Engagement
Member of the Board of Trustees, The National MS Society 2011-2013 and honored with a 2012 Sylvie Leadership All Star Award. Asked to present at both the Minneapolis and Des Moines MS Annual Conferences
Regional Chair for FICP, Financial and Insurance Conference Planners 2011-2013
Regional Vice Chair for FICP, Financial and Insurance Conference Planners 2010-2011
