Jack Gaston

145 Jade Street

Broomfield, CO  80020

(720) 237-6333

gastonjackb@yahoo.com

SUMMARY:

Professional with over 20 years experience in administration, publishing and editing.  A self-motivated, dependable individual who consistently demonstrates strong leadership, planning, organizational, communication, teamwork, and interpersonal skills.  

PROFESSIONAL EXPERIENCE / EDUCATION:

June 2009 to Present

Manager, Everest College Bookstore

Ambassador Education Solutions


Manage all operational aspects of a college textbook store that services over nine-hundred students, including inventory and shipping and receiving. 

Work with the book buyers to establish ordering criteria

Oversee temporary workers

July 2008 to June 2009

Orchard Bookstore, Orchard Town Center, Westminster, Colorado

Manager 


Oversees the daily operations of the bookstore, including book ordering, long term planning, marketing, shipping and receiving, and merchandising 

Manages a staff of four

University of Colorado at Boulder, 2003 – 2008

Graduated July 2008

Bachelor Degrees in Philosophy and History


Philip Mitterling History Prize 2004

 
 Katherine Jacob Lamont History Scholarship

 
 Leonard and Anna Fair Scholarship in Modern Foreign Languages 2005

March 2001 to December 2002

The Colorado Statesman Newspaper, Denver, Colorado

Writer/Copyeditor/Editorial Assistant/Office Manager


Frequent writing, including reporting and opinion column.

Assisted in all editorial aspects of the production of weekly newspaper.

Aided production department in the layout of the newspaper.

Edited and copyedited text for inclusion in the newspaper.

Maintained subscriber circulation database.

Developed and implemented advertising and subscription solicitation mailings. 

Oversaw legal notice publications.

Maintained Outlook database of current and potential advertisers.

Prepared and sent correspondence to clients and customers.

February 1999 to June 2000

John Wiley & Sons, Publishers, New York, New York

Editorial Assistant, Finance

      Assisted in developmental editing of manuscripts.  


Copyedited and proofread manuscripts, book jacket, and catalog copy.  

Handled reviews, blurbs, and permissions.  

Oversaw preparation of authors’ publishing agreements.  

Created proposal packages and developed book ideas for in-house consideration.

Prepared manuscripts for timely turnover to the production department.  

Acted as the primary liaison between authors and publishing house.

Prepared financial analysis for editorial projects.

Ran cost and sales projections and assembled information for price-setting.

Performed program profitability analysis.

March 1998 to January 1999

Rizzoli Bookstore, New York, NY

Stockroom Manager


Supervised five stockroom clerks.


Oversaw shipping and receiving of merchandise, pricing, and data processing.

Handled administrative duties including invoicing.

July 1997 to February 1998

Argosy Bookstore, New York, NY

Bookseller


Bookseller of used and antiquarian books.

February 1996 to June 1997

Wichita State University Bookstore, Wichita, KS

Stockroom Clerk


 Received and processed textbooks for the university.

 Oversaw returns of textbooks to publishers.

 Worked with buyer to handle publisher invoicing.

June 1991 to December 1995

Shakespeare & Company Bookstore, New York, NY

Merchandiser/Bookseller/Stockroom Clerk


Oversaw display and maintenance of front-list paperback books.


Performed sales analysis on backlist titles, working closely with buyers.

Created window and marketing displays.

Handles stockroom shipping and receiving.

