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                          Objective: Seeking an editorial or administrative position 

SKILL HIGHLIGHTS

· Diligent and highly-motivated professional with ability to multitask independently

· 4+ years of administrative experience in academic and research environments

· Ability to work independently and as part of a team

· Proficient in Microsoft Office Suite, Adobe Acrobat, Photoshop, Dreamweaver, and Google Apps

   EDUCATION
    B. A. Interdisciplinary Arts and Sciences, Vassar College, Poughkeepsie, NY   May 2004

       PROFESSIONAL EXPERIENCE
Editorial & Administrative

· Provided editorial support  for journals such as Immunity, Cell, Cell Host & Microbe, and Structure 

· Monitored email inboxes and handled status inquiries and manuscript-related concerns

· Prepared press office webpages used for scientific journal marketing purposes using Dreamweaver

· Proficient in calendar management, scheduling, expense reporting, and recordkeeping

· Experience working in College Relations, preparing prospective student information

· Document preparation and scanning

· Fulfilled general daily office duties, such as filing, faxing, mailing, and supply ordering

 ACHIEVEMENTS

· Demonstrated ability to handle multiple tasks and meet deadlines for multiple supervisors
· Developed an undergraduate major for interdisciplinary study in biochemistry and studio art






 WORK HISTORY
Research Associate, Broad Institute of MIT and Harvard, Cambridge, MA  

Feb 2012-July 2012
Editorial Assistant, Michigan State University Libraries, East Lansing, MI

Sept 2011-Jan 2012
Administrative Research Assistant, Brigham & Women's Hospital, Boston, MA                 Nov 2008-Feb 2009

Editorial and Marketing Assistant, Elsevier-Cell Press, Cambridge, MA


Aug 2006-Oct 2008
Editorial and Administrative Assistant, Vassar College, Poughkeepsie, NY

Jan 1999-May 2004
