Theodora Andreolas
https://www.theodoraandreolas.com
516-643-8298   	tandreolas@optonline.net


Work Experience
Assistant Adjunct Professor - St. John’s University, Jamaica, NY			            January 2022 – Present
Adjunct Instructor - St. John’s University, Jamaica, NY				            January 2017 – 2022

· Instruct on-line and in-person a 3 to 9 credit course per semester 
· Develop syllabus, course outline and curriculum for classes that align with departmental learning objectives
· Evaluate and grade student writing, tests and projects
· Instruct in Public Relations Writing, Public Relations Strategy, Public Event Publicity and Public Relations Portfolio Seminar

Board Member – NYC Mentors, New York, NY					            January 2019 – Present

· Assist in development of script writing to be used by mentors
· Assist in development of application process for mentees
· Assist in obtaining media exposure for organization
· Meet periodically with board to analyze financials and management of organization


Realtor - New York 									        September 2003 – Present

· Advertise, promote and sell clients’ homes
· Help customers find the right home for their needs
· Develop market analysis for both sellers and buyers
· Facilitate in the meeting of the minds between sellers and buyers


Freelance Advertising Account Executive - KeySpan Energy Delivery, Long Island, NY     July 1999 – August 2003

· Managed day to day events for various projects through interaction with agency and vendors
· Managed advertising budget to ensure that deficit did not occur at end year reconciliation
· Developed yearly schedule for mail campaigns
· Developed response, lead generating and other strategic reports
· Created telemarketing scripts and marketing research questionnaires
· Coordinated focus groups
· Maintained and analyzed database lists ranging from 100-400,000 records
· Reviewed and analyzed prospective print publications for ad placement


Account Manager - DMTG, Inc., New York City 				          September 1997 – January 1999

· Heavy client contact and interaction with creative departments
· Developed strategic reports, estimates, schedules and conference reports that ensured projects were executed on strategy, time and budget
· Created and maintained databases that ranged from 20 – 10,000 records
· Worked with various list brokers to develop best prospect list for clients
· Analyzed data from research studies
· Developed prospective client lists
· Handled all production responsibilities, which included, participating in project design specifications, obtaining and analyzing various vendor bids, dealing with US Post Office and overseeing printing and lettershop
Marketing Consultant - Bigelow’s Seafood Corporation, Long Island, NY 	            September 1995 – August 1997

· Created logo and menu copy/layout
· Researched prospective area sites and test markets
· Developed questionnaires and controlled all aspects of data analysis
· Created print and media ads


Account Manager - DMTG, Inc., New York City 						  May 1995 – July 1995

· Heavy client contact and interaction with creative departments
· Developed strategic reports, estimates, schedules and conference reports that ensured projects were executed on strategy, time and budget
· Analyzed data from research studies
· Developed prospective client lists


Office Manager/Account Executive Assistant - DMTG, Inc., New York City 		      February 1994 – May 1995

· Maintained the day to day running of the office
· Assisted Account Executives on projects


Account Coordinator - Nike Communications, Inc., New York City 		         February 1992 – November 1993

· Coordinated special events and press conferences
· Made follow up calls after events and conferences
· Developed media kits
· Obtained media placements for clients
· Coordinated photo shoots and editors
· Wrote press releases and merchandise memos
· Developed prospective client lists


Clerk - I-SPY, New York City 							    September 1990 – June 1991

· Assembled fashion catalogs for department stores and fashion designers
· Photographed upcoming fashion colors and styles


Education

Bernard M. Baruch College, City University of New York, New York City
· Master of Business Administration, June 1997
· Bachelor of Business Administration, January 1994


Skills
Microsoft Suitcase, Google Suitcase, Lotus 1-2-3, dbase III, Q&A, Quark Express, Filemaker Pro, 
BlackBoard, Canvas and Social Media Platforms


Languages
Fluent in Greek

