Carly Steet Mathias

(315) 723-1040

csteet@gmail.com
https://www.linkedin.com/in/carlysteet
http://eportfolio.pace.edu/public/cs49881p

Communications & Digital Marketing Manager

Education

Master’s of Arts in Communications, Media & Visual Arts



2011-2013

Pace University-Pleasantville, NY 







4.0 GPA


Bachelor’s of Arts in English Literature, Minor: Psychology



2006-2010

LeMoyne College-Syracuse, NY







3.1 GPA


Associate’s of Applied Science in Paralegal Studies




2010-2011

Herkimer College-Herkimer, NY







3.75 GPA






Current Communications Experience

 Steet Ponte Auto Group








Yorkville, NY

Communications & Digital Marketing Manager 




June 2013-Present

· Create engaging Social Media content for all dealership's Social Media accounts 

· Analyze each website and Social Media site’s statistics using insight tools to create an effective digital marketing strategy for each brand and store. Meet with each website provider & SEO analysts monthly to work towards a plan to keep websites up to date and customer-friendly.
· Update and manage all websites for each brand using back-end tools with Naked Lime, CDK Marketing, Dealer Fire and Click Motive.

· Monitor online reputation management for all locations to address all customer needs and concerns.

· Plan, organize, and strike all internal and external publicity events for each store including: sales and    promotions, partnerships with other local businesses, holiday parties, philanthropy, and sponsorship events.

· Promote all events and activities with the local media through the use of press releases and media advisories.

· Compose publicity materials such as FAQ and fact sheets, press releases, rack cards, and media advisories. 

· Research sponsorship opportunities that fit well with our company message and make sure proper signage and representation is at each event.

· Survey customers upon delivery of new vehicles about our advertising and publicity efforts to see which were effective in reaching them and evaluate results on a monthly basis.
· Produce, edit & upload monthly videos for each brand to respective YouTube channels based on customer’s interests: service tips, financial explanations, features in each vehicle. 

· Manager Internet Lead handling with each store’s Internet Sales Manager to ensure we are meeting our goals in regards to response time and close ratios.

Communications Experience

MSCO Marketing & Public Relations




Rye Brook, NY

Social Media Intern







January 2013 -May 2013




· Created content for clients such as Kitchen Brains and the Incredible Pizza Company’s social media platforms.

· Analyzed social media statistics for each client using analytical websites like SproutSocial.com.

· Composed additional writing samples for potential blog posts for CEO, Mark Stevens.

· Assisted in additional tasks such as creating directory databases for each client, as well as creating the basis for mobile apps. 
Novo Organic Skincare






Nutley, NJ

Communications Consultant 





January 2013-May 2013

· Analyzed and measured the reputation and image from the customer, community, and stakeholder standpoints through the use of surveys and content analysis.

· Created communications and publicity plans for the business to help promote and increase awareness in the community. Full plan can be found on my ePortfolio.
· Created effective communication strategies and tactics to help increase Novo Organics’ presence locally.
Revlon, Inc.








Manhattan, NY
Public Relations Intern 






January 2012-May 2012
· Prepared product send-out bags with all necessary products and press releases.
· Researched and updated media lists using Cision, as well as credit request lists. Tracked media coverage of Revlon and Almay products.
· Prepared, attended, and deconstructed special events for editors including New York Fashion Week.

· Prepared and presented full Publicity Plan for the VP of Public Relations to raise Revlon and Almay’s presence with beauty bloggers, and, ultimately, in the media. Full plan can be found on my ePortfolio. 

The Children’s Miracle Network Hospitals/

Faxton St. Luke’s Healthcare





Utica, NY
Public Relations/Communications Intern



June 2010-August 2011
· Assisted Special Events Coordinator in researching, planning, setting up, and running all events.

· Composed press releases, media advisories, and flyers for special events.

· Composed articles for the Network’s quarterly newsletter.

· Assisted in photographing and documenting each event.

Special Skills

· Advanced skills with Microsoft Office Suite, Blackboard, Outlook, and many website backend tools. 

· Advanced Mac & Microsoft computer skills.

· Proficient with all social media sites, such as: Twitter, Tumblr, Facebook, WordPress, Google+, Foursquare, and LinkedIn.
· Foreign Language skills: proficient in Spanish 

· Certified Customer Relations Manager through Ford Motor Company
