Erika Goodman

         
          1727 Co. Rd. 16
                 Valley Grande, AL 36701
                        205-520-3770
ErikaD.Goodman@gmail.com
Education

Bachelor of Arts, Communication & Information Sciences, May 2011 

The University of Alabama, Tuscaloosa, AL

Major: Journalism     Major: Political Science

Experience
City of Selma, Selma, AL









       April 2014- August 2014
Magistrate, Full Time
· Assisted with hearings on criminal, civil and traffic offense related cases to validate probable cause. 

· Adjudicated all assigned traffic, criminal and specified appropriate criminal charges. 

· Interviewed and accepted depositions and affidavits from citizens and law enforcement officials. 

· Redirected citizens and law enforcement officials to appropriate division, authority and agency for specific legal matters. 

· Reviewed case files to determine the types of warrants an individual has and the fines that are associated with the offense. 

· Documented and prepared files related to criminal and traffic offenses.

· Set and reset court dates for cases after checking court calendars and personnel listings.
· Acted as office clerk: answered phones, filed, sorted mail, and provided attorneys and other agencies information regarding cases.
· Collected money, handled receipts and balanced ledger.
Construction Datafax Pelham, AL





                May 2012-January 2013 & May 2013-April 2014
Private Reporter, Full Time
· Heavy data entry, internal and external customer service, phone answering and general clerical duties.
· Researched leads for construction bidding opportunities that appear in a daily report for contractors, subcontractors and suppliers.
· Cold-called and built relationships with architects, government officials, non-profits, and engineers to gather information on bidding contracts.
· Analyzed budgets, agendas and other public records for information on publicly and privately funded construction projects.
Federal Emergency Management Agency Lincroft, NJ & Birmingham, AL




             May 2011- May 2013
Media Relations Specialist/Liaison/Research Writer Specialist, Full Time
· Served as liaison for internal and external customers including Operations Chief, Senators and FEMA applicants.

· Provided direct data entry, clerical and reporting support to the External Affairs Branch by creating and preparing reports as needed.
· Disseminated information to media representatives.

· Planned and coordinated special events.
· Organized briefing materials for the Presidential visit to Mantoloking in May 2013.

· Supported media interviews of External Affairs Officer, Federal Coordinating Officer, Regional Administrator, Program Specialist, and other FEMA subject matter experts.
· Supported field requests for special media events, including editorial boards, VIP visits, and press conferences, as directed.
· Led the External Affairs strategic messaging campaign for the 2013 hurricane season in New Jersey.

· Managed and mentored a group of up to 4 FEMA Corps members at any given time.

· Wrote, proofed and edited materials for internal and external distribution using FEMA and AP Style.

Girl Scouts of North-Central Alabama Birmingham, AL




                                    January 2012- March 2012
Sales/Programs Assistant (temporary), Part Time
· Managed booth sales, including soliciting business for locations, approving troops and coordinating the specifics for sales.
· Conducted events with 8 groups of 20 or more Girl Scouts, teaching them the importance of marketing their products.
· Provided clerical and administrative support to the sales manager and other programs staff.
Gorgas Library Tuscaloosa, Alabama
                  August 2007- May 2011

Library Assistant, Part Time
· Assisted patrons with book inquiries, checkouts, computer and printing issues, searches and databases, as well as provided a wide range of patron services.

· Helped train newly employed student assistants and staff on many topics in circulation services.

Skills

· Certified Magistrate for the State of Alabama.
· PC and Mac proficient, as well as proficiency in Microsoft Office Suite, Adobe Photoshop, InDesign. MSG Court Systems and SPSS.
· Data entry, filing and general office duties.
· Designs and implements social media campaigns using Facebook, Twitter, Instagram, Foursquare, etc.
· Copy editing in AP Style, MLA and APA format, as well as company-specific styles.
