
 

 

A D M I N I S T R A T I V E  C O O R D I N A T O R  –  d i g i t a l  m E d i a  –  a c c o U n t i n g  

317.417.1995 

MSUZBAKER@YAHOO.COM 

INDIANAPOLIS, IN 

/MARIASUZANNEBAKER 

Organizational management 

Basic + advanced sports 

knowledge 

Attention to detail  

Complex scheduling 

Adaptable 

Fast learner 

Articulate + well-spoken 

Professional demeanor 

Positive attitude 

Creative mindset 

Multi-tasking 

Customer service specialist 

Upbeat personality 

Decision-making expert 

e-mail automation 

advanced graphic design 

video editing + production 

branding 

data entry 

multi-phone line usage 

calm under pressure 

fast paced 

calendar management 

windows / macOS 

office suite / g suite 

adobe creative cloud 

quicken / QuickBooks 

 

 

 

 

I vy  Tech  Commun i ty  Col lege  
Genera l  S tud ies  

Bus iness  
 Ind i anapol i s ,  IN  

2015-2020 
 

 Ba l l  S tate  Un ivers i ty  
Journa l i sm  
Munc ie ,  IN  

2011 -2012 
 

 

EdUcation  

profEssional ExpEriEncE  

skills  Assistant Manager              July 2019 – Present 
City Barbeque - Whitestown, IN 

Basic customer service, cash handling, labor/floor management, facility organization, ordering, 
accounting, inventory management, employee hiring and training, data entry, day-to-day log 
calculation, communication, supervising and running shifts daily. 

 
Accounting Executive       October 2016 – November 2018 

National Marine Suppliers – Fort Lauderdale, FL 
Primarily focused on invoice management of large, elite vendors both nationally and globally. 
Building relationships and working closely with each vendor/client personally to ensure prompt 
remittance and communication. Database management, incoming and outgoing invoicing, purchase 
orders, sales orders, national and international wiring, cash/credit card billing, statement 
reconciliation, responding to vendor inquiries, correcting invoice discrepancies, project 
management, utilization of Microsoft Office and NAV, data entry, etc. ..  

 
Administrative Assistant                August 2007 – August 2016 

Lowder Insurance Agency - Zionsville, IN 
Basic administrative/secretarial tasks, front desk, customer service, handling multi-line phones, 
filing, e-mail validation, daily use of MS Office, bookkeeping, payroll management, organization of all 
paperwork, upkeep with all social media sites, website design, content management and marketing. 

 
Ass istant Manager/Cater ing Coordinator              August 2008 – March 2015 

Panera Bread – Indianapolis, IN 
Floor and labor management, customer service, cash handling/ depositing, data entry, ordering/order 

processing, inventory management, training/hiring, staff scheduling and deployment, food cost 

analysis, budgeting reports, organization and facility management. Schedule and coordinate events, 

assign tasks, manage staff, perform basic administrative duties daily. Log and organize vendor 

database, data entry, project management and marketing as needed. 

SUMMARY 
Highly knowledgeable young professional, possessing a dynamic skill set across multiple 

platforms. Demonstrable experience managing elite accounts, both nationally and globally. 

Expert in accounts payable, vendor relations and database management, with elevated 

proficiency in digital media content editing, creation, marketing and production. Eager to 

implement a results-driven, successful future long-term. 

MARIA BAKER 

arEas  of  ExP Ert i s E  

sports creative content 

analytical composition – nfl+ ncaaf 

ACCOUNTS PAYABLE + RECEIVABLE 

HUMAN RESOURCES 

GLOBAL VENDOR ACCOUNT operations 

Elite event coordination 

Contributing writer across multiple                                                 

professional sports platforms 

HTML/CSS/sql 

WEB DEVELOPMENT + DESIGN 

SOCIAL MEDIA engagement 

DATA VISUALIZATION  

Video storytelling –  nfl + ncaaf 

 

 

 

rELATED  qUAl i f icAt ioNs  

Independent contributing journalist 

Fansided – cat crave 

 Content creation covering all things Carolina 

panthers. Opinionated editorials, digital media 

composition, etc. geared specifically towards  

fan engagement. 

 

Volunteer journalist 

Last word on sports 

 (Published article link below) 

“”Carolina panthers’ success keeps pounding to 

the top 

2016 

 


