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PROFESSIONAL EXPERIENCE
October, 2007 – July, 2013, Senior School Clerk 
Los Angeles County Office of Education, Downey, CA
· Worked closely with administration, behavioral professionals, educators, parents and law enforcement to ensure optimal daily operation of school office. 
· Facilitated student movement; admitted/discharged students. 
· Maintained extensive filing system of active student records. 
· Quality assurance; corrected coding errors for federal student attendance reporting. 
· Tracked and reported staff attendance; arranged coverage for absences as needed.
· Comprehensively supported teaching staff. 
· Prepared and submitted requisitions for site supplies; maintained inventory.
· Created and distributed interoffice communications.
· Prepared and submitted requisite paperwork for payroll. 
· Reception and administrative duties.
· Experienced in student record acquisition.
· Experienced in Special Education support.
· Experienced in General Education support.
· Experienced in Project-based Learning curriculum support.

January, 2011 – Present, Editor/Co-Publisher 
The LORE Firm, LLC, Broomfield, CO 
· Ensure successful production of LORE, a publication featuring short stories in the genres of horror, science fiction and fantasy.
· Drove development of www.lore-online.com. 
· Prepare monthly press releases.
· Public relations, advertising and social media.
· Negotiate and prepare contracts with vendors, advertisers, authors and illustrators. 
· Art direction, page layout, proofreading and copyediting.   

December, 2003 – August, 2005, Administrative Assistant
Service Mechanical, LLC, Middletown, NJ 
· Worked closely with municipal officials, architects, engineers and foremen to ensure projects ran on schedule and on budget. 
· Completed weekly payroll and associated reports. 
· Submitted and tracked billing. 
· Ensured job site and corporate headquarters coordination and support. 
· Formulated and submitted project bids. 
· Travel coordination. 
· Reception and administrative duties.  
 
February, 1998 – November, 2002, Manager-Operations, Data Content 
LEXISNEXIS, New Providence, NJ   
· Directed team responsible for reporting merger and acquisition news in database of over 850,000 company profiles.
· Developed knowledge of research principles and methods to aggregate, verify, and analyze data received from a variety of sources.
· Acted as point of contact for internal and external stakeholders. 
· Supervised overseas outsourcing initiatives. 
· Compiled data metrics for marketing rollouts. 
· Participated in development of www.corporateaffiliations.com. 
· Developed database edits and validations process to ensure accuracy.
· Hired, trained staff. 
· Proofreading, research, copyediting and QA.     
  
EDUCATION   
Associates Degree-Liberal Arts, Ocean County College, Toms River, NJ  
· Phi Theta Kappa International Honor Society.   
· National Dean’s List.   
· President's Honors List.

PROFESSIONAL DEVELOPMENT   
· The Managers & Supervisors Conference; The Graceland College Center.
· LEXISNEXIS Managers’ Bootcamp I & II.   
· Managing Multiple Projects, Objectives & Deadlines; The Graceland College Center.  
· What Matters Most: Understanding Time Management; FranklinCovey.   
  
COMPUTER SKILLS   
MS Office suite, Mac, Adobe Acrobat, AutoCAD, HTML, Joomla, Oracle, PageMaker, Peoplesoft, Adobe PhotoShop, QuarkXpress, QuickBooks, Xyvision

PROFESSIONAL AWARDS   
· The Deathrealm Award: Best Magazine & Best Short Story [LORE].
· The Dragon’s Breath Award: Best New Magazine [LORE].
· Datlow & Windling’s Year’s Best Fantasy & Horror [LORE].  
· Editorial Recognition Award [LexisNexis].   
· Ocean County College Short Story Contest: First Place.
· Employee Recognition Award [LACOE].
