
software
      Adobe InDesign CS6 
      Adobe Illustrator CS6
      Adobe Photoshop CS6
      Adobe Dreamweaver CS6
      Adobe Premiere Pro CS6
      Adobe Acrobat CS6
      Adobe Flash CS6
      HTML & CSS
      MailChimp
      Constant Contact
      Zendesk Customer Service Support
      ScreenSteps Support Documentation
      Microsoft Excel
      Microsoft Word
      Microsoft PowerPoint
      Microsoft Access
      Microsoft Outlook
      Goldmine CRM

skills
      Graphic Design & Production
      Logos & Branding
      Responsive Web Design
      Copywriting
      Social Media Marketing
      Email Marketing
      Office Management

education
AMERICAN UNIVERSITY
Washington, DC 
August 2000 - May 2001

experience
OFFICE MANAGER / MARKETING DESIGNER
Dec 2012 - Present
Complete Wellness Arts & Science Center • Buffalo, NY
Create company, tenant, and event print and digital marketing material 
including logos, brochures, flyers, posters, documents, forms, websites, and 
email and social media campaigns. Manage venue rental, custodial staff, facil-
ity maintenance, in-house event coordination and tenant relations. Assist with 
bookkeeping and leasing.

OFFICE MANAGER / MARKETING DESIGNER 
HYPERBARIC ADMINISTRATOR • Dec 2012 - Present
Health Essentials Hyperbaric Oxygen Therapy • Buffalo, NY
Create and maintain company brand including logos, website, digital and 
print marketing material, presentations, documents, and forms. Manage 
clinic, administer Hyperbaric Oxygen Therapy, and maintain equipment.

EDI OPERATOR / MARKETING DESIGNER
June 2011 - Nov 2012 • RTA Products • Miramar, FL
Processed daily Electronic Data Interchange (EDI) orders, managed products 
spreadsheet, created email marketing campaigns and social media posts, and 
edited website.

OFFICE ADMINISTRATOR / MARKETING DESIGNER
May 2010 - June 2011 • 123 EDI • Hollywood, FL
Provided bookkeeping, accounts receivable, and sales support. Designed 
B2B marketing material including new software sales sheets, logos, business 
cards, and company forms. Maintained website, produced EDI software 
support documentation, and facilitated help desk customer issue resolution.

OFFICE MANAGER • March 2009 - March 2010
South Texas Fun Center • Seguin, TX
Managed office administration, bookkeeping, sales contracting, titling and 
registration, advertising, and provided sales  and travel support. Photo-
graphed, advertised, and sold boats. Designed new logos, business cards, and 
company forms and oversaw website development.

PRODUCTION MANAGER • Nov 2007 - Nov 2008
Alamosa Newspapers / News Media Corp. • Alamosa, CO
Designed advertising content for the Valley Courier daily newspaper and spe-
cial sections. Managed print preparation and production troubleshooting. 
Coordinated correspondence with clients for advertising representatives.

PAGINATOR • December 2006 - September 2007
Kaua‘i Publishing Company / Lee Enterprises • Lihu‘e, HI
Pagination of daily news, Life&Style, Home, Motoring and occasionally 
Sports sections of The Garden Island newspaper included page designing, 
slotting, formatting and copy editing both local and Associated Press content 
in addition to page filler creation.

OFFICE ADMINISTRATOR / EQUESTRIAN CONSULTANT 
May 2006 - November 2006
McCloskey and Company / Cornerstone Holdings • Kealia, HI
Developed a business plan and use permit application for a commercial horse-
back riding tour startup. Designed logos, maps, brochures, letterheads, 
corporate stationery, business cards, product boxes, sales sheets, and coupons 
for startup and other company entities. Managed horse care and aided office 
and nursery administration.

laura
VILL A LOBOS

716.603.0586
LVCRE8Z@GMAIL.COM

169 ORCHARD PL. A, 
CHEEKTOWAGA, NY 14225

linkedin.com/in/lauravillalobos

http://mailto:lvcre8z@gmail.com
https://www.linkedin.com/in/lauravillalobos

