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Professional Summary
Communications professional with extensive experience in writing, editing, proofreading, intranet content management and design, creative thinking and product marketing
Areas of Expertise
	•
	Creative design
	•
	Intranet content management

	•
	Technical writing
	•
	Customer targeting

	•
	Marketing materials development
	•
	Interpersonal communication

	•
	Press release writing
	•
	AP style writing and editing

	•
	Social networking design/management
	•
	Process development

	
	
	•
	Strategic event planning

	Work Experience
	
	

	Media General, Inc.
	
	   September 2006 to August 2012

	Corporate Communications Coordinator
	
	

	Richmond, Virginia
	
	


Continuously wrote, edited, updated and designed intranet content, news bulletins and graphics on a daily basis. Oversaw, managed and executed redesign of company intranet that reached over 5,000 employees. 
Proposed and implemented the installation and execution of strategic display flat-screen monitors on each floor of company's corporate headquarters. Maintained, designed, edited and controlled the content and quality of continuously looped vital employee communication messages using PowerPoint, Photoshop and Omnivex software.
Collaborated with Communications team on a daily basis to ensure all employee messages were executed in a timely manner, well-received and applicable to employees on all levels.

Assisted with communication materials used for employee volunteer recruitment for Meals on Wheels, Central Virginia Foodbank, Virginia Voice and others. 

Lang Mekra, North America
       February 2004 to September 2006
Marketing Director
Ridgeway, South Carolina
Gathered, compiled and edited vital and timely company information and graphics to produce monthly company newsletters for Lang Mekra, Mekra Tool and Mold and the company’s privately-owned Palmetto Montessori School.
Coordinated, scheduled and assisted with marketing at out-of-state trade shows.
Wrote and edited copy for external promotional/marketing materials for distribution at large events, including trade shows and national businesses.
Organized and executed company-sponsored community events from start to finish for hundreds of attendees.
Clear Channel Radio





                                      May 2004 to August 2004
Promotions Intern
Pittsburgh, Pennsylvania


Supported the sales department in outbound sales calls, live remote events and the creation and execution of print materials and on-air radio spots.

Collaborated with on-air radio personalities to ensure broadcasts were researched and contained  up-to-the-minute news and current events. 
Voiced on-air radio advertisements and broadcasts on as-needed basis.

Greeted on-air prize winners and conducted tours of the Clear Channel studios.
Education
Clarion University of Pennsylvania, Bachelor of Science - Communications
  2004
Clarion, Pennsylvania, USA

Professional Affiliations
International Association of Business Communicators and Public Relations Society of America

