Wynter S. Thomas
4950 N. Marine Drive * Chicago , IL. 60640 * 248.346.6794
wyntersthomas@yahoo.com
Education

2007-2011


Marygrove College



Detroit, Michigan

French Translation Certification program

Language:
French-English
2005 – 2007


Wayne State University


Detroit, Michigan
Master of Arts - Public Relations/Organizational Communications, Summa Cum Laude

I completed my coursework studying at the Institute of American Universities in Aix-en-Provence, France June 9, 2007 – July 21, 2007
1995 – 2000


Western Michigan University


Kalamazoo, Michigan
Bachelor of Arts - Organizational Communications

Minor:  French (advanced proficiency), Journalism and Dance

Software Experience

Microsoft Office
TRADOS

Work History
2011 – Present


Morningstar, Inc.




Chicago, IL

Product Consultant (French Speaking)

· Identify and resolve technical issues on various operating systems and platforms 
· Counsel clients on how to create and analyze personalized research lists, portfolios and other financial data
· Improve customer relations by responding to and solving verbal and written inquiries in English and French
· Identify and address operational issues and recommend solutions to outstanding procedural concerns by focusing on the big picture
· Increase customer retention by multitasking between client phone calls, emails and ticketing follow up as well as ongoing product self-education
2008 – 2011


Perfecting Church



Detroit, MI

Executive Assistant
· Accurately manage pastor’s personal and professional calendars, meeting logistics, prioritizing scheduling conflicts

· Coordinate travel, lodging, ground transportation, currency exchange, Visa /Passport requirements, itineraries 

· Compose and edit correspondence including: letters to government agencies, public speeches, weekly bulletins

· Field emails, phone calls, capturing accurate messages
· Serve as liaison between other staff and congregation members
2004 – 2008


Blue Care Network



Southfield, Michigan
Member Grievance Coordinator

· Responsible for writing and editing policies and procedures, as well as editing confidential communications to internal and external clients/outputs
· Investigate member grievances for internal and external customers according to governmental timeframes decreasing fines for the company
· Responsible for providing editorial feedback and recommendations during departmental meetings.

· Work with Vice President of Customer Service and Vice President and Medical Director of Clinical Affairs in preparing resolution letters for members to ensure that the information is correct and clearly understood, as well as identifying areas for overall enhancement of the department
2005 – Current


Perfecting Church 



Detroit, Michigan
Perfecting Community Development Corporation Board Member

· Provide on-going communication support on a project basis
· Write and edit press releases, biographies and other correspondence for annual events

· Generate media coverage for annual walk-a-thon

· Responsible for pitching news stories and coordinating media interviews

September 2005 – December 2005  
Marx Layne


   Farmington Hills, Michigan
Public Relations Intern

· Responsible for creating media lists and pitching story ideas to the media outlets resulting in local TV coverage
· Responsible for writing news by-lines and press releases as well as news articles:  two articles were published
· Generated placements in local outlets such as: Michigan.org
· Fostered relationships, monitored on-going media coverage and garnered media placements such as:  Detroit News and Fox News.
· Assisted in coordinating groundbreaking ceremonies and restaurant openings utilizing the following media outlets: Detroit Free Press and local radio stations.
2001 – 2004



Blue Care Network


Southfield, Michigan
Customer Service Representative II

· Responsible for investigating, processing and resolving member and provider inquiries via telephone and written correspondence.

· Recorded and maintained factual inquiries, as well as updated appropriate files.

· Provided assistance and direction to other representatives when faced with difficult and complex inquiries.

