EXECUTIVE ASSISTANT TO THE DIRECTOR OF COMMUNICATIONS

FACULDADES INTEGRADAS METROPOLITAMNAS DE CAMPIMAS

ABOUT NAYANA TOTMAN

With a strong academic background, multicuttural

POSITION SUMMARY

The Executive Assistant to the Director of Communications played a strategic

experence and strategic business vision, Nayana

develops tailored solutions that strengthen

brands, connect people and create value for and operational role in supporting the Communications Department of a

: : high 1or Institut ith i ly &, H acul
dhiants, investors and stakeholders. igher education institution with approximately §,000 students, 300 faculty

members, 200 staff members, four campuses, 18 undergraduate programs

T . and a team of 12 communication professionals.
Her work is guided by excellence, ethics,

creativity and an unwavering commitment . i ) ] e
The position provided direct suppert to the Director of Communications,

to measurable results, ; L . - L& .
the President’s Office, academic leadership and administrative departments.

Coordinated institutional communication initiatives, strengthened the

MISSION VISION SR _ o ,
institution’s image and ensured alignment of actions with strategic goals,
( driving excellence and efficiency.
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impact.
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EXECUTIVE PROFILE

Nayana Totman is a communication strategist,
public relations and marketing professional with
23 years of international experience. She combines
strategic vision and execution to build brand
reputation and generate sustainable value

for businesses.

As the founder of Totman PR & Marketing
Consulting, she advises companies, organizations
and leaders in the creation of integrated
communication strategies that generate
measurable impact, strengthen relationships

and drive growth.

‘ ‘ “We build solid reputations,

meaningful relationships and results

that drive the future of business.”

TOTMAN

PR & MARKETING

STRATEGY + REPUTATION - GROWTH

+1 (781) 864-5402
nayana@totmanpr.com
www. totmanpr.com

linkedin.com/in/nayanatotman
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¢ International School of Hospitality
20H) - Las Vegas, USA

Exgcutrae Diploma in Hospitality Management

Instituto Superior FD - Tabodio da Serra
Psychoanalysis (In progress)

Peychoanalysis Program (Currently Enrolled)

PROFESSIONAL EXPERIENCE
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A\arriott

O Santander

CROSSPOINT

ASSOCIATES

Walt Disney Waorld Resort
Orlande, Florda

Suppon in guet senvoe, proniding seeptionl

CUIOMeBT ARperenon and Condntndng Bo o
of ghe weorkd's leading tourist destinationn

Marriott International

P Jerpay

Foous on guest relationchip, promium senioe
andl delrenng an expersenoe abgned with
giobal excrlence shandands.

Santander Bank

Mnseachuisatts

Lol eaperience in the banking sector,
shrergahaning customes relationibsps,
demand managermen and personailoed

Francial solutions.

Crosspoint Associates

harssache metts

Responsible for corporate relationship
AR, 2 nabaork of approsamately
G000 sq ft of managed properties
nchding actraties in 22 offico buildings
wiath a focus on efficency, organication

el SUASTANCINY CUGMeT ErigE

{3} TECHNICAL SKILLS

Institutional Communication
Strategic Marhaeting & PR

Team Laadership & Management
Prajoct Management

Content Production

Branding & Reputation Management
Data Analysis & Reporting

mirwsbettors and publications,

+  Produce instrtutional wadeos.

ADMIMISTRATIVE
COORDINATION

«  Support daily team oparations
Contral deadinos and
production requests.

«  Dwghnize pricntees according
to ratitutional obgectives,

«  Maintain physical and digital

records arganized.

6 ACADEMIC SUPPORT

»  Maan point of contact botween
the Communications Department
and the 18 undergraduate
pIagrama.

Coordinate design, printing
and promation feguests.
Oiganiae communscations

for academic events.

a®e
‘;‘ INSTITUTIONAL RELATIONSHIPS

MLaindae Pl teinaiags wetth AR T
aganceps and astemal organipatsons

»  Support community and cultural engagement.
Evaluate partnenhips and sponsonhip programes.

Mlaintain & madis contact
database.
Maonitor modia coverage

about the institutson.

DIGITAL COMMUNICATION

Flan and coordinate contant
for social media,

Maintain and update

the wabsite.

Support digital marketing
Campaigns,

Monitor analytics and

communication metnics.

PROJECT MANAGEMENT

Ohprzod 5t r:m;rg;i: commumcation
projects.

Moniter deadlines and deliverables.
Maintain project documentation.
Support reports for

SENEOE MArGgemant.

Reprasent the Commumications Departrent
iy ey and committosrs
Strengthen the institution's wisibdity

in redereand forums.

ﬁ PERFORMAMNCE MONITORING & EVALUATION

Propare parsodic perdormanon reports.
Monitor commurecation indcatons.

Evaleste campaign effectvencss

280 BEHAVIORAL SKILLS

+  Leadership & Crganization
+  Excellent Communication
Results-Oriented
= Problem Salving
Facud & Slr::!egic Vision

Ity opportunities for condinucs Impnoserment
Frosdde feedback that supports
strategic dedsicn-maliang

¢ Innovative Mindsat
+  Adaptability

= Teamwork

= Ethical Wadk



