COLLEEN DOSCH
11172 Timmerman Street Quantico, Virginia 22134
(703) 826-1387 • Dosch.colleen@gmail.com 
…...............................................................................................................................................................................................................................................................................................................................................................
Objective
To acquire a challenging and responsible position that will enable me to use my strong organizational skills, award-winning educational background, and ability to work well with people.
….....................................................................................................................................................................................................................................................................................................................................



· Typing 80+wpm and proficient computer skills.
· Outstanding time and project management.

· Franchise operations and marketing.
· Team leadership and employee development.
….......................................................................................................................................................................................................................................................................................................................................

Education
M.B.A, Finance (Summa Cum Laude), Park University, Parkville MO - 2017 

B.S., Business Management (Summa Cum Laude), Park University, Parkville MO - 2011
….......................................................................................................................................................................................................................................................................................................................................



Management/Leadership

· 2+ years as Owner/Operator of Small Business. Grew a start-up fitness franchise into a multi-territory operation.  Leveraged regional opportunities to grow franchise through effective partnerships in the community, effective hiring and evaluation, and shrewd contract negotiation.
Office Management/Administrative

· 8 years providing administrative support to Senior Department of State Officials, MCCS Officers and Non-Governmental Organizations (e.g. USAID). 
· Ensured a well-coordinated and efficient front offices to support the U.S. Ambassadors and their staffs in Belgium, Luxembourg, and Botswana.
· Conducted meetings and conference preparations including read-aheads, scheduling, and assorted coordination activities with Protocol and other support function.
· Obtained and monitored the use of services, supplies, or equipment for the office.

· Scheduled, tracked and monitored domestic and international travel for Senior VIPs and Guests.
· On behalf of Senior Staff, edited, reviewed all written communication for accuracy, completeness and alignment to Executive Branch State Department guidance and strategy.
· Successfully executed morale and welfare activities.

….......................................................................................................................................................................................................................................................................................................................................

Computer 
Proficient in Microsoft Office: Word, Excel, PowerPoint, Outlook.  Internet research and social

    Skills 
media platforms.

….......................................................................................................................................................................................................................................................................................................................................

Employment
Franchise Owner, FIT4MOM Jacksonville, Jacksonville, NC 


        2018-2021  

Built from the ground up: sourced contractors and equipment, marketing, budget      administration, and established relationships with local businesses and clientele. 

Office Management Specialist, American Embassy, Luxembourg, Luxembourg        2016-2017


    Supported the Regional Security Officer and Local Security staff.
Secretary, USAID, Gaborone, Botswana




        2015-2016


    Served as Secretary to the USAID Country Representative of Botswana.


    Supported the USAID Health team and PEPFAR Program staff
MCCS Coordinator, MCCS Operations; Camp Pendleton, CA
        

        2010-2012



    MCCS Liaison to 5 Military Unit Commanders and their staff. 

Administrative Support Assistant, MCCS Operations; Camp Pendleton, CA
        2009-2010


    Administrative support to Operations Director and MCCS Coordinators.

Office Management Specialist, Department of State, Washington, D.C.                     2008-2009

 

    Office manager for the Office of Multilateral Trade and Agricultural Affairs.  



HR Project Assistant, American Embassy; Brussels, Belgium

       
        2007-2008

    Managed 4 on-call secretaries. HR representative on the Employment
    Committee. Combined Federal Campaign leader.



Administrative Assistant, American Embassy; Brussels, Belgium
                     2006-2007



    Supported the Executive office and assisted with special events.
Professional Qualifications








