Leah E. Graves
E-mail: leah@leahweb.com  Website: www.leahweb.com 
EDUCATION

Framingham State College, Framingham, Massachusetts 



Bachelor of Arts in Communications, Class of 1999, Cum Laude honors

WORK EXPERIENCE

Leading Indicator Systems, LLC, Lexington, MA
            
 January 2005-Present

Sales & Marketing Associate

· Assists sales team with prospecting, lead generation, outbound telemarketing and research.
· Develops and designs marketing materials including trade show giveaways and mailings
· Conference coordinator for SIOP (Society of Industrial & Organizational Psychology)
· Proof documents including proposals, action planners, and letters
Digital Photography Services




               September 2002- Present

Contract Photographer - Framingham State College (FSC) Publications

· Photographs gallery openings, plays, concerts, sporting and Alumni events

· Transfers photographs to CD for printing in FSC Alumni magazine and website
Marathon Mortgage Company, Inc., Hopkinton, MA

 June 2004- January 2005
Mortgage Consultant

· Originates loans through Affinity programs with local-area companies
· On-site loan officer for Legato Software/EMC
Ameriquest Mortgage Company, Natick, MA


 December 2003- May 2004
Account Executive
· Researched, developed and generated leads continuously

· Received the “Rising Star Award” for outstanding performance in February 2004 
The MathWorks  Inc., Natick, MA




July 2003- December 2003
Sales Support Specialist

· Preformed outbound calling daily to follow-up on technical marketing efforts. These marketing campaigns included webcasts, seminars, trade shows, and fulfillment efforts.
· Worked with scientists and engineers who required MATLAB & Simulink products and training.
· Supported the sales team by researching current customer product and service usage.
· Member of The MathWorks Social Mission committee. Volunteered in MetroWest community.

· Responsible for the company Holiday Craft Fair website and advertising creation/promotions.
Gomez Inc., Waltham, MA





    January 2003- June 2003

Business Development Manager

· Researched prospective companies to assess their suitability for Gomez services

· Qualified business opportunities by initiating outbound calls to senior level management

· Worked with Account Executives to follow-up on leads and arrange demo appointments
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CXO Media Inc., Framingham, MA.




June 1999 – September 2002


Program Applications Specialist, Executive  Programs                         

Fulfillment Services Coordinator, Executive Programs (June 1999 – June 2000)
· Web Developer – CIO Magazine Conferences. Created and maintained 4 websites per year for clients. Wrote scripts with FileMaker Pro to provide web content. 

· Completed various graphic design projects for operations team including CIO 100 award certificates.
· Telemarketing Project Manager. Scripted telemarketing campaigns for conference team.
· Honoree Liaison - CIO 100 Symposium & Awards. Main point of contact for 100 companies.

· Frequently exceeded personal and team goals for attendee participation.

· Designed and tracked e-mail based marketing projects.
OriginLab Corporation (formerly Microcal Inc)., Northampton, MA.
June 1997 - May 1999

Marketing Assistant

· Created publication library to track competitive advertising campaigns.
· Performed marketing research on similar products in the technical analysis industry.
UltraNet (RCN), Marlboro, MA.


                         
  Jan. 1998 - May 1998 

Marketing Services Intern

· Created white papers for all trade shows

· Researched competitive pricing and promotions for Internet Service Providers.
The Gatepost (Student Newspaper at Framingham State College)    September. 1995 – May 1998 

Advertising & Layout Design Editor

· Met with editors on a weekly basis to determine article layout and newspaper length

· Sold and designed advertisements for local and national businesses.

TECHNICAL SKILLS

· Proficient with the Microsoft Office suite, Lotus Notes, HTML, FileMaker Pro, Dreamweaver, Adobe PhotoShop, Illustrator, and Quark Xpress. Experience with both Windows and Macintosh 

VOLUNTEER WORK

· MassWIT (Women. Insight. Technology) International Women’s Day Breakfast- 2005
· MassWIT  Women’s Leadership Conference- Attendee Acquisition Lead- 2003-2004
· Mass Audubon - Worked at Drumlin Fall Fest  2003 & Woolapoolza 2004
· MSPCA (Boston) - Raised funds for annual ‘Walk for Animals’ 2003 
CONTINUING EDUCATION

· Attended courses at The Center for Lifelong Learners (Framingham State) including botany, history, photography, and art.
· Participated in flower arrangement training (Russel’s Garden Ctr), and cooking course (Keefe Tech). 
· Completed Mass Mortgage Association’s residential lending course 
OTHER SKILLS & INTERESTS
· Has orange belt in Kempo Karate, and actively training in Tai Chi.
· Hobbies include: gardening, website design, photography, hiking, and cross-country skiing.

