
Alexander W. Navarro 
 

3737 St. Johns Bluff Rd South, Apt 409  
Jacksonville, FL 32224 

(386) 801-2775 
Alexander.Navarro92@gmail.com 
alexandernavarro.wordpress.com 

OBJECTIVE  
 
To obtain a position in the field of marketing or advertising.  
 
WORK EXPERIENCE 
 
Main Street America Group, Jacksonville, Fla. 09/2014 – Present 
Mail Services Coordinator 

 Primarily responsible for opening, sorting, and delivering all incoming mail in addition to 
processing outgoing mail and UPS shipments using UPS Worldship program. 

 Responsible for ordering, receiving and keeping inventory of commonly used office 
supplies 

 Operates/maintains mailroom equipment (Connect+2000) 

 Researches and resolves mail/fax items with unclear sources or destinations by 
telephoning parties involved 

 Compiles daily and weekly counts of mail volumes and productivity counts. 
Receptionist 

 Primarily responsible for receiving incoming calls and routing them to their proper 
destinations 

 Responsible for checking in visitors and maintaining counts of visitor access cards 
Marketing Assistant 

 Assisted with the creation of various flyers and posters for internal company events 
using Microsoft Publisher 

 Composed articles about new hires for the company’s internal communications website  

 Assisted with the planning and execution of fundraisers  
 
Target Brands, Inc., Jacksonville, Fla. 08/2013 – 06/2014 
Market Team Member 

 Maintaining freshness within the department by checking expiration dates and food 
quality and deliver accurate product placement, pricing and labels 

 Assisted with cashier back-up coverage 

 Responsible for training new team members  

 Provided great customer service  
 
DiscoverTec, LLC, Jacksonville, Fla. 08/2013 - 12/2013 
Intern 

 Implemented SEO methods such as back-linking, keyword research and social media 
outreach for client websites 

 Assisted in the start-up of client video distribution and organization 

 Generated client spreadsheets to organize website information and content 

 Assisted in the start-up of a client’s new website by uploading images and text 

 Familiar with Google Analytics and SEO Moz 
 
Carrabba's Italian Grill, Jacksonville, Fla. 06/2012 - 08/2013 



Host 

 Responsible for guiding guests to appropriate seating destinations, provide menus and 
inform guests of specials 

 Led small team of employees  

 Assist servers with clearing tables and preparing for large party events 

 Assisted in catering events 

 Reported to senior management for guest issues, reservations and events 
 
Cox Media Group, Jacksonville, Fla. 07/2011 - 12/2012 
Promotions Assistant 

 Responsible for operating radio station vehicle and equipment on daily basis 

 Interacted with listeners 

 Maintained promotional material inventory and storage 

 Assisted in contacting event winners and coordinated pick-up of radio station prizes 

 Executed radio station promotional activities at event locations including set-up and take 
down tents, tables, sound system, etc.  
 

Winn-Dixie Stores, Inc., Jacksonville, Fla. 07/2007 - 06/2012 
Customer Service Associate/Cashier 

 Operated cashiering equipment accurately and efficiently, recognizing all forms of tender 
and providing the correct change when appropriate 

 Listen to and appropriately escalate customer concerns to management 

 Informed customers of specials and promotions as requested by company or store 
management 

 Notified management of theft, shoplifting, unauthorized mark-downs 

 Assisted in training new cashiers 
Center Store Associate/Produce Associate 

 Responsible for stocking and rotating department (grocery, general merchandise, dairy 
and frozen food areas) to ensure freshness and date control 

 Assisted with receiving vendor merchandise and loading/unloading of pallets on trucks 

 Reported faulty equipment and hazards to management 

 Assisted with the construction of promotional displays and products 

 Operated department equipment and tools 

 Kept work area clean, orderly and free from safety hazards 

 Assisted in the floral department with the filling of helium balloons and floral 
arrangements  

EDUCATION  
 
University of North Florida, Jacksonville, FL.    
B.S. in Communication 
 

SKILLS 

 

Proficient in Microsoft Office (Word, Excel, PowerPoint, Access, Outlook, Publisher), Adobe 

Photoshop, Adobe InDesign, UPS Worldship, SharePoint 

ACCOMPLISHMENTS 

 

Eagle Scout Award recipient 2009 


