Travis L. Coghill
2212 Mt. Blanco Road, Chester, Virginia    23836
804-731-2697 ♦  tlcoghill@gmail.com

Profile: A creative and outstanding writer with exceptional skills in proofing and editing; specializing in innovative writing with six years experience in content editing. Able to deliver information in an elementary or advance level to accommodate specific audiences. A well-organized and detail oriented individual with management experience, project management & planning, and strong problem solving skills. Demonstrates deep respect for deadlines and handling multiple responsibilities. 

Skills:
· Proficiency in Microsoft Office: Outlook, Word, Excel, Access, PowerPoint and MS Sharepoint.
· Extensive writing, copyediting, and proofreading skills.
· Understanding of the research, writing, and citation styles:  APA, MLA, Chicago.
· Strong interview and research capability.
· Adobe Dreamweaver, Adobe Acrobat, and Adobe Photoshop.
· Knowledge of web writing, design, and online marketing.

Education: 
Virginia Commonwealth University					December 2010
· Master of Arts in Composition & Rhetoric

Virginia Commonwealth University					May 2008
· Bachelor of Arts in English

Work History:
Leading Edge Systems, Richmond, Virginia				November 2011-Present
Technical Writer (Contractual), Wellpoint
· Produced and edited technical documents regarding the company’s health care policies, procedures & bulletins.
· Performed information mapping and document inventory.
· Supervised colleagues on specific writing assignments.
· Submitted weekly production reports to the project leader. 
· Repurposed documents using in-house style sheets.
· Produced and formatted one true source documentation.

Bell Partners Inc., Chesterfield, Virginia				May 2011-October 2011			
Leasing Consultant								
· Identified prospective tenants, showed vacant apartments and finalized occupancy of apartments. 
· Completed lease documents and assisted in monitoring renewals of rental properties.
· Provided excellent customer service to potential and current clients. 
· Handled a variety of administrative clerical functions and coordinated tasks associated with the position.
· Accepted service requests from residents and forwarded to service department for prompt processing and maintained professional relationship with residents.
· Actively involved in marketing activities, projects, and training classes for successful employment.
Blackbird, Richmond, Virginia					August 2009-May 2010
Intern
· Developed and produced web pages for online literary & art magazine using Adobe Dreamweaver.
· Supervised and ensured quick editing of content.
· Evaluated and read literary submissions to be considered for publication.
· Conducted thorough review of accepted manuscripts which included extensive line editing and proofreading.
· Coached student contributors on proper composition and editing.
· Maintained schedule of deadlines for publication.

Market Ventures, Richmond, Virginia					April 2004-March 2006
Manager					
· Upheld budget and controlled expenses of the kitchen.	
· Collaborated with food and beverage distributors to maintain inventory and stock food. 
· Drafted print advertisements to generate potential business.

