Lindsay E. Kimmerle

6010 Kimbrell Lane NW
Huntsville, AL 35810
Phone:  (401)-374-4876

linkimmerle@gmail.com
 

To Whom It May Concern
This letter is to express my interest in applying for the Full Time Clerical position at a Funeral Home, where I can utilize my Communications skills.  Currently I reside in Huntsville, Alabama, looking for an opportunity to return to Georgia, where I grew up. Recently, I worked full time as a Print and Online Sales Assistant for The Providence Journal Company (PJC). During my time at the PJC, I was promoted twice and became head of the ad trafficking department. 
Before my promotions, I started off as a Part Time Inside Sales Representative for the Obituary department. At first, I was unsure if I could handle this type of work, but once I got started, I really enjoyed it. Primarily I worked directly with the Funeral Directors, but on some occasions when I spoke with the families, they would sometimes need to vent and would tell me stories about their loved ones. It was absolutely amazing to connect with someone over the phone like that and to do so while in such a vulnerable state. That was a reward in itself, not only was I helping people publish their loved ones' final goodbyes, but I was able to make them feel comfortable while on the phone with me. I believe this was possible, because I genuinely I do care for people and want to see the best for them. It was such a great experience and I would love to continue in this type of career. 

Working in the Obituary department as well as in the communications field as a whole, I have acquired years of experience in customer service, and have impeccable people, computer, and organizational skills. I am a strong independent worker, as well as a team player. I take the initiative to complete and perfect tasks and am always willing to go above and beyond the required workload.  Based on my educational background, work experience and passion for people, I am confident that I would be a perfect match for a Clerical Funeral Home position.
I have attached my professional resume below and look forward to the opportunity to interview for a full time position and will be available at your convenience.

Sincerely,

 

Lindsay E. Kimmerle, B.A
Lindsay E. Kimmerle
6010 Kimbrell Lane NW, Huntsville, AL 35810
Phone: 401-374-4876

linkimmerle@gmail.com  
PROFESSIONAL SKILLS

 

· Proficient in computer skills (Microsoft Office 2003 & 2007, Apache, Wintext and Internet Savvy)

· Experience as an Inside Sales Rep for Obituaries at a newspaper company
· Excellent communication, listening, helping, teaching and organizational skills

· Self motivated, as well as a Team Player
· Ability to work under pressure and maintain a professional composure
· Fast learner and always eager to learn more
 

PROFESSIONAL EXPERIENCE

            

The Providence Journal Company                                                                                                                                   2008-2009
Print/Online Sales Assistant/Traffic Coordinator

· Prepared affidavits, composed contract letters, and compiled/updated revenue reports
· Served as a liaison between various departments (pre-publishing, billing, advertising)

· Ensure that art materials received from the customer in time to meet deadlines 
· Assist Account Executive and Advertisers with corrections via telephone, fax or email
· Ordered and set up print and online campaigns 
· Optimized and monitored online campaigns
· Compiled revenue, inventory and campaign reports for sales and management
 

The Providence Journal Company                                                                                                                                   2007-2008
Publications Clerk

· Prepared affidavits, composed contract letters, and compiled/updated revenue reports
· Served as a liaison between various departments (pre-publishing, billing, advertising)

· Ensure that art materials received from the customer in time to meet deadlines
· Assist Account Executive and Advertisers with corrections via telephone, fax or email
· Filing, faxing, answered phones, ordered office supplies
· Ordered and set up print and online campaigns
 
The Providence Journal Company                                                                                                                                   2006-2007
Inside Sales Representative

· Format, proofread, and type set obituaries
· Compiled hardcopy and electronic records of obituaries
· Worked directly with Funeral Directors as well as Private Parties to ensure obits were satisfactory

· Mailed Private Parties copies of obituaries, if requested
 
Archer Research





                                                                     2004-2005
Research Interviewer
· Utilize skills of persuasion to recruit new participants in 30 minutes to 1 hour research surveys related to mechanical equipment
· Collect and enter data for various companies throughout the world via telephone
 

Cancer Prevention Research Center







       2004
Research Interviewer
· Utilize skills of persuasion to recruit new and old participants in cancer research surveys related to the prevention and treatment of cancer
· Collect and enter data from various people via telephone
EDUCATION

               

University of Rhode Island                                                                                                                                                           2006

· Bachelor of Arts

                            Double Major: Communication Studies and German

              

Community College of Rhode Island                                                                                                                                         2002

· Associates Degree

Liberal Arts, Concentration in German Studies

INTERNSHIPS              

 

Citadel Broadcasting, East Providence                                                                                                   2009
Interactive/Trafficking Intern 

· Updating and maintaining radio personality pages using Mediaspan (OSA)
· Ordered streaming, audio and display ads using Ando and Mediaspan
· Compiled reports for ordered ad for AE using Ando and Mediaspan
· Created micro sites for on-air personalities

· Add upcoming events to Concert Calendar using Eviesays.com

 
WFNX Radio, Boston                                                                                                                                2007
Morning Show Intern 

· Newsgathering for the Entertainment News Report

· Voice production and bit writing
· Audio editing & production using Pro-Tools

· Taking requests from listeners, answering listener line
· Taking contact winner information

 
Clear Channel Radio, Providence                                                                                                            2006 
Promotions & Morning/Afternoon Show Intern 

· Set up and organized promotional events (concerts, movie premiers, restaurants, flower shows)
· Newsgathering for WHJJ Talk Radio

· Audio editing using VoxPro

· Music and commercial uploading using Prophet

· Taking contact winner information

 

OTHER EXPERIENCE

 
90.3 WRIU                                                                                                                                       2005-2009
Volunteer On-Air Disc Jockey

· Hosted radio show (Kosher Music w/ Lin) every Wednesday night from 9p.m. to Midnight
· Program Director

· Created PSAs and Promotional Commercials using Cool Edit Pro 

· Arranged live on-air concerts with local bands and on-air interviews

 

 

