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Objective

	Seeking entry level employment as a Communications Specialist.

	Education

	Bachelor of Arts,  Art History
Regis University,  Denver, CO
Graduated in 3 years as a Dean's List student.
	December 2011

	Master of Landscape Architecture
University of Colorado—Denver; Denver, CO
(Did not complete;   3.85 GPA)
	August 2012 – May 2013

	Additional business coursework completed in: Accounting, Economics, Business Management, Business Law, Information Systems, Statistics, Design Communication and Speech Communication.

	Skills & Abilities

	Writing & Editing
	

	Well versed in: Academic, Professional and Creative writing.
Fluent in: APA, MLA, Chicago and AP writing formats. 
Experience composing: Memos, Press Releases, Speeches, Reports and Internal & External communication materials.
Strong command over: English Grammar, Spelling, Mechanics, Rhetoric and Voice.
Ability to articulate complex ideas effectively & concisely.
Skilled Editor and Proofreader.
Ability to communicate cross culturally.

	Research
	

	Ability to locate and evaluate sources in a fast paced work environment. 
Ability to tack, locate and evaluate trends.
Strong attention-to- detail.

	Leadership
	

	Held positions of President, Vice President and Recording Secretary for the Children of the American Revolution (NSCAR).

	Software 
	

	Fluent in Microsoft Office programs including: Word, Excel, PowerPoint and Access.
Intermediate knowledge of Photoshop, Illustrator and InDesign.

	Work Experience

	Tutor/Instructor (Volunteer)
English as a Second Language 
	2002 to Present

	Instructed foreign immigrants on English grammar, spelling, punctuation, sentence structure and mechanics.
	

	Information Technology Assistant (Volunteer)
Lincoln Academy Charter School
	2012 to 2012

	Assisted the IT department with the setup of Edline, the school's learning community management system.
	

	Animal Facility Manager
Regis University
Duties included the daily maintenance and care of the rat & mice colonies and ensuring the facility was kept to IACUC standards.
	2009 to 2010



