
KELLI SCOTT-KUDLACK 
919 Myrtle Avenue 

Albany, New York 12208 
Phone:  (518) 683-2400 

E-mail: Kellis266@gmail.com 

 

October 14, 2021 

Creighton Manning Engineering, LLP 
Human Resources Department 
2 Winners Circle, Suite 201 
Albany, New York 12205 
 

Re: Marketing Coordinator Position  

Dear Human Resources Professional: 

The Marketing Coordinator position, as advertised on Indeed.com, sounds like a challenging opportunity and 
one which I believe is a strong match with my qualifications. I have attached my resume for your 
consideration.  
 
As a recent Project Manager with the New York State Health Insurance Programs (NYSHIP) and a team of 
policy matter experts, I was responsible for managing and updating the NYSHIP and HBA Online websites to 
post timely health insurance updates for 1.2 million enrollees (publications, memos, rate flyers, etc.) 
I strongly believe the requirements that you are seeking parallel my experience and education. Listed below 
are background items for your review: 

 Strong proficiency in MS Office, Adobe Creative Suite including Photoshop, Illustrator, and InDesign. 

 Sold graphic design and PowerPoint presentation experience;  

 Capacity to take initiative, think creatively, prioritize responsibilities and ability to juggle multiple 
tasks with excellent attention to detail; 

 Over twenty years of progressive marketing and communications experience; 

 Experience coordinating annual tradeshows and conferences; 

 Deep understanding of graphic design, digital advertising and social media tools; 

 Managed the creation/design for agency websites, publications, ensuring accuracy and adherence to 
branding guidelines; 

 Experience working collaboratively with cross-functional teams to ensure timely delivery of all 
content, source files and other deliverables for creation of print and/or digital projects. 

I believe my work experience, coupled with my drive and enthusiasm, suggests that I could be an asset to the 
available position. If you should deem me a viable candidate, I can be reached at 518-683-2400 or via e-mail 
as listed above. I look forward to discussing my candidacy with you in a personal interview and I thank you for 
your review of my letter of interest. 

Sincerely, 

Kelli Scott-Kudlack 
Kelli Scott-Kudlack 
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KELLI SCOTT-KUDLACK 
919 Myrtle Avenue 

Albany, New York 12208 
Phone:  (518) 683-2400 

E-mail: Kellis266@gmail.com 

PROFESSIONAL EXPERIENCE 

Upside Collective - New York Department of Civil Service     2016-August 2021 
Health Benefits Project Manager 
Working with the New York State Health Insurance Programs (NYSHIP) and a team of policy matter experts, was 
responsible for managing and updating the NYSHIP and HBA Online websites to post timely health insurance 
updates for enrollees. Developed, monitored, and maintained project priorities, resources, and schedules from 
early production planning through publication. Worked collaboratively with cross-functional teams and internal 
stakeholders to ensure timely delivery of all content, components, source files, and other deliverables for 
creation of print and/or digital projects. Participated in the development of website and multi-media projects, 
providing input on content and messaging. Managed and performed all project components as needed 
including: copy editing, content/developmental editing, fact checking, line-by-line and substantive editing, 
composition, proofreading, indexing, art rendering, XML-related activities, final file delivery for output, and any 
other related activities.  

Alcoholism and Substance Abuse Providers of New York State (ASAP)  2015-2016 
Director of Marketing and Development 
Responsible for executing a comprehensive marketing plan that included events, media relations, press releases, 
social networking, Annual Reports, website, newsletters, and branding. Oversaw planning and successful execution 
of ASAP’s annual conference, an event that typically draws more than 550 attendees. Responsible for securing 
annual conference and summit sponsorships and vendors. Responsible for writing and submitting new and 
renewed grants and reports. Responsible for increasing positive awareness of the organization and strengthening 
its reputation with membership, funders and the communities it serves. Managed the production and distribution 
of quality ancillary materials that supported development and marketing goals. Developed the marketing, 
communications, and advertising budgets. Lead ASAP’s communications efforts and oversaw all external 
communications to advance its mission across all platforms. 

New York State Department of Health, Office of Health Insurance Programs  2007- 2014 
Communications Specialist 
Worked with internal Department of Health Divisions to support the Office of Health Insurance Programs (OHIP) 
communications goals. Responsible for drafting routine and special notices to plan beneficiaries explaining changes 
in program rules or requirements. Was responsible for the editing and design of the Medicaid Update newsletter 
which is distributed to over 50,000 providers monthly. Prepared presentation materials for OHIP senior leadership 
and Governor Cuomo's administration. Responsible for the development of OHIP University which assisted staff in 
learning Microsoft Office applications along with other educational offerings. Responsible for drafting routine and 
special notices to plan beneficiaries explaining changes in program rules and requirements. Responsible for the 
layout and design of Medicaid Redesign (MRT) newsletters, Department of Health Progress Reports, Annual Reports 
and announcements.  

New York Business Development Corporation (NYBDC)     2000-2007 
Director of Marketing and Communications 
Compiled board, staff, loan committee and quarterly performance media releases. Communicated with 
media via press releases to keep them informed on firm developments in personnel, board of directors, 
services, loan closings and community outreach. Designed marketing promotional materials for new 
membership programs. Wrote and designed quarterly newsletter. Responsible for maintaining company 
website. Aggressively pursued new ways to contribute to company growth through marketing efforts. Event 
planning experience, including concept/agenda development, recruitment of outside speakers and 
coordination of targeted mailing lists, invitation design and scheduling. Duties also included the development 
and implementation of NYBDC marketing, public relations and advertising initiatives including overall 
business development, planning and coordination of various workshops and other social events throughout 
the year. 
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EDUCATION 

The Sage Colleges - Troy, New York 
Major: Communications 
President of Phi Theta Kappa Honor Society 
School newspaper writer and editor 

SKILLS SUMMARY 

 Writing:  
Press Releases, Media Advisories, Annual Reports, Newsletters, Websites, Brochures, Newsletters, 
Advertisements, E-mail Bulletins, Listserv Announcements. 

 Event Planning Experience:  
Tradeshows, Conferences, Roundtables, Luncheons, Workshops, Summits and Dinners. 

 Graphic Design Experience:  
Brochures, Catalogs, Annual Reports, Newsletters, Advertisements, Posters, Business Cards, 
Letterhead, Multimedia Presentations, Promotional Items, Tradeshow Displays, CD Covers. 

 Marketing:  
Copywriting, Direct Mail, Public Relations Planning & Coordinating, Event Coordination, Tradeshow 
Event Planning, Internet Development. 

 Software Skills:  
Adobe Creative Cloud Suite, Adobe InDesign, Adobe Photoshop, Dreamweaver, Drupal, Microsoft 
Word, Microsoft Access, Microsoft Outlook, Microsoft PowerPoint, Microsoft Publisher, Microsoft 
Excel, WordPress, Informz, Adobe Illustrator, Lotus Notes, Constant Contact. 

KEY SKILLS 

 Deep understanding of graphic design, digital advertising and social media tools. 
 Experience interacting with board members, high profile donors, organizational managers and 

program staff. 
 Strong management skills, both strategic and operational, with five years of experience directly 

supervising individual staff members and supporting staff professional development goals. 
 Capacity to take initiative, think creatively, prioritize responsibilities and ability to juggle multiple 

tasks with excellent attention to detail.  
 Excellent writing, communication, presentation, and interpersonal skills. 

REFERENCES AND DESIGN PORTFOLIO FURNISHED UPON REQUEST 


