Sydney N. Breteler
2 Franklin Ct.
Brookline, MA 02445

(508) 648-0437

sbret08@gmail.com
PROFESSIONAL EXPERIENCE 

World Education, Inc., Boston, MA 
June 2012 – Present 
Conference Coordinator for the National College Transition Network (February 2019 – Present)

· Develop task list leading up to annual national conference, including all logistics deadlines and assign to conference team
· Follow up with conference team regarding tasks completed and upcoming tasks
· Take charge of various tasks related to preparation for annual conference including managing proposals, communications with presenters and sponsors, disseminate conference information through our networks, and manage development and dissemination of conference marketing materials
Professional Development Coordinator for LINCS Professional Development Center (July 2016 – Present)
· Coordinate with staff and partners to set up and administer webinars
· Review online courses in Moodle system to ensure readiness to be launched
· Register participants and track online course participation
· Complete in-person training paperwork, track participation, log survey return rate, and enter completed surveys into system
Staff Associate (June 2013 – July 2019)
· Create and send out monthly e-newsletters for US division
· Track staff presence at conferences and staff conferences where we have a booth presence
· Update and manage websites including the US Division blog and project websites
· Handle contracts and event logistics for several conferences and other training events including online courses
· Provide administrative support, including creating spread sheets, preparing invoices and managing payments, designing flyers, and developing and copy-editing documents
· Organize the logistics and planning of both local and out-of-state events and meetings
· Manage communications efforts for US Division of World Education, Inc.
Project Intern for the National College Transition Network (June 2012 – June 2013)
· Managed logistics, payments, communications, and overall planning of an annual national conference
· Created a social media strategy for NCTN and the US Division for increased visibility and traffic across project websites, including monitoring trends in social media and researching the uses of social media within the Adult Education field
Dana’s Kitchen, Falmouth, MA
June 2007 – Dec 2012
Wait Staff, Cook, and Catering Assistant
· Responsible for restaurant food preparation and waitressing

· Catered events ranging from 5-200 guests, including food preparation and presentation, set-up, serving, and clean-up

· Provided excellent customer service and worked as part of a team and independently

Office of Student Leadership at Clark University, Worcester, MA
Aug 2010 – Aug 2011
Peer Advisor, non-paid position.

· Received training in student leadership, academic advising, peer support, team-building and the “Bystander” training program designed to encourage and teach students about creating and maintaining a safe environment and how to help others through difficult situations 
· Responsible for freshman orientation, course selection, academic goals, and monitoring adjustment to college life
· Presented information to groups, as well as organizing, preparing and facilitating large events
EDUCATION

Clark University, Worcester, MA
May 2013
Bachelor of Arts in Psychology
OTHER EXPERIENCE
Bentley University Non-Profit Society, Waltham, MA
Sept 2013
Panellist

· Participated as panellist for the Non-Profit Career Panel, hosted by the Bentley Non- Profit Society

SKILLS
MS Office and Adobe suites, Word, Excel, PowerPoint, Access; MS Photoshop, InDesign; Online tools, WordPress, Benchmark/Email marketing, CVent, SurveyMonkey, Salesforce; Google Docs, Sheets, Forms; Office Xerox and mailing systems; WebEx; Moodle; Online Survey systems, Survey Gizmo, Google Forms; Copyediting, Proofreading, Formatting.
REFERENCES: Available upon request.
