
Curriculum Vitae - Sue Cook    

Personal Details

Interests: I enjoy keeping up with news & current affairs and have a broad general knowledge. I believe in recycling waste and looking after our planet. I enjoy playing badminton and watching most sports.

A new challenge for 2010 includes being on the Committee for the Waitakere Badminton Association in a Promotion/Communications/Membership Acquisition role.

Address: 22 Matisse Drive, West Harbour, Auckland (own home)

Mob: 0272 757525 Home: (09) 4167781

Personal Statement 

I am a happy, healthy & positive person and looking to work with like-minded people.

Education
School Certificate English 89%, Human Biology, Maths & Typing

6th form certificate Journalism. 

Qualifications /Courses

· Marketing Principles paper 

· Microsoft Word, Excel & Powerpoint courses

· Black & White photography course

· Animal Nursing & Technology 

· Real Estate Institute salesperson’s course 

· ATI Computer Operator’s Course 

· Courses in sales, presenting & negotiating

Skills & Attributes

*Team player * Positive & enthusiastic * Excellent written/verbal skills *Initiative & common sense *100% trustworthy  *Ability to deal with people at all levels *Can do attitude *Multi-skilled - creative, devise concepts, write effective advertising copy, tvcs *Accurate with figures *Ability to build rapport and trust quickly with all types of clients *Business savvy *

Employment History

Fairfax Magazines 

March 2009  to Jan 2010 (This was a temporary position to cover maternity leave)

Position Title; Advertising Manager for TV Guide
Responsibilities –Sales tasks included obtaining set target for Direct clients and working with the Agency sales team to create opportunities for agency clients. 

Achievements; Obtained set targets for July, August, September, October & December 2009 in difficult market conditions. Also my responsibilities included the organising of the weekly flat plan, ensuring bookings were processed by the advertising co-ordinator, reconciling all weekly issues, weekly reporting, monthly reporting, liaising with marketing and editorial staff to create worthwhile partnership opportunities for clients and selling the directory section each week. 

Barfoot & Thompson Ltd (Auckland’s top realtor) from May 2006 – August 2008 

Position Title – Real Estate Salesperson
Obtain new listings & market properties effectively by writing concise & truthful advertising copy. To take clear photographs, liaise & communicate with vendors & buyers alike. To write accurate sales & purchasing agreements with relevant clauses. In my first 8 months I had a 100% record of listing properties (14 consecutive listings won).

Television New Zealand (TV One & TV2) for 6 years

Position Title – Direct Sales Consultant (Auckland Direct Team)
Responsibilities – To maximise revenue opportunity from an existing client base as well as develop new business by either cold calling or leads given. Liaise with other departments including marketing, promotions & traffic, to ensure seamless play of commercials & to garner every promotional, sponsorship, online or television advertising opportunity for my portfolio of clients. 

Achievements – Obtained set budget 5/6 years & by over 150% in one year. I devised concepts for, & wrote, 2 television commercials that went to air as well as a Good Morning advertorial in which I also acted as presenter. 

INL Ltd Publishing Company – magazines & newspapers.  For 4 years. (1994-98)

Position Title – Account Manager – New Zealand Fishing News (monthly publication)

Responsibilities: To sell advertising space to new & existing clients. All aspects of client liaison, creative copy writing, proof-reading & related tasks. I achieved set monthly target on most occasions.

Position Title – Advertising Consultant - Western Leader
Responsibilities: To write effective advertising copy & sell advertising space to both new & existing clients. (Transferred to the magazine division after 2 years).
McDonalds Systems of NZ Ltd (Head Office of McDonalds) For 1 year
Position Title – Operations Secretary
Responsibilities – To support the Operations Manager as well as 7 other McOpCo Managers (McDonald owned restaurants) across a broad range of reporting, marketing & administrative functions; keeping track of yields, transactions per hour etc. I was responsible for compiling the weekly national sales report. 

Prior to this position I worked for World Society for the Protection of Animals for 3 years in a Project/Promotions Co-ordinator role. Duties included organising volunteer activities, communicating with members, writing newsletters & press releases, liaising with media, implementing fundraising initiatives (including the organising of a gala day) & direct marketing. Supervising volunteers & office staff plus general administrative tasks to support the Regional Director. 

Waitemata City Council for 3 years in a variety of roles including Mail-Room Assistant, Purchasing & Inspectors Clerk & Event Co-ordinator (This role included cash reconciliation & promotional work for a community lottery, & the organising & promotion of a wine/food festival for which I worked in a sole-charge capacity).

