Carol A. Jefferis

PMB 368

12430 Tesson Ferry Rd.

St. Louis, MO  63128

636-282-5894

	EDUCATION
	Southeast Missouri University; Cape Girardeau, MO

Bachelor of Science Degree in Speech Language Pathology

Minor in Psychology, December 1992

St. Louis University; St. Louis, MO

Post Bachelor Continuing Education, 6 hours, Spring 1993

Trans World Travel Academy; St. Louis, MO

Diploma in Computerized Reservation Sales; November 1993



	EMPLOYMENT

HISTORY
	England & Company Rehabilitation Services, Inc.                       1999-Present

Job Placement Specialist

Conduct job placement services for applicants seeking employment in professional, paraprofessional, skilled and unskilled labor, etc.  Conduct job placement services through direct contact with employers, scheduling job interviews for the applicant.

Edward Jones; St. Louis, MO                                                              1996-1999

Corporate Meeting Planner

· Coordinate all Edward Jones meeting and travel arrangements for the Investment Representatives Training in St. Louis and for Edward Jones’ regional meetings in Canada.  Duties include:

· Select and secure hotels to provide lodging and meeting space.

· Develop logistics for events:  room lists, name badges and menu selection.

· Coordinate meeting room requirements:  setup arrangements, audio visual selection and any other needed equipment.

· Audit invoices and submit payment of all meeting and travel expenses.

· Seek temporary living arrangements for St. Louis transfers.

· Help maintain yearly meeting calendar for all St. Louis conference space.

Maritz Travel Company; St. Louis, MO                                             1993-1996

Corporate Travel Consultant

Coordinated travel arrangements for group meetings and individual corporate clients on Worldspan reservation system.  Maintained ongoing contact with customers and service providers, and assured quality performance by identifying and eliminating obstacles.  Possessed excellent telecommunication and computer operation skills to maintain high performance levels.

Maritz Inc.; St. Louis, MO                                                                             1993

Telecommunications Customer Service Information Center Representative

Performed research with clients.  Area of research contained information regarding customer finances, interaction with corporations and overall customer satisfaction.  Gathered research was provided to marketing committee for the purpose of increasing sales and level of customer satisfaction.


