Shanelle Hunter

Odenton, MD 21113
                                           (Cell) 443-254-8800





  E-mail:  HunshanMD@aol.com

Objective:  To secure a challenging position that uses my editorial, communication, and organizational skills.
SUMMARY OF QUALIFICATIONS

· Detail oriented

· Proficient in Microsoft Word, Internet, e-mail

· Ability to analyze data for quick turnaround

· Quick learner, team player

· Self-motivated, able to set effective priorities to achieve immediate and long-term goals to meet operational deadlines

· Professional demeanor

· Willing to learn new skills and concepts

EDUCATION

North Carolina State University

· B.A. English

Maynard Institute for Copy Editors, University of Arizona

· Certificate of Completion

Classes

· Microsoft PowerPoint, Excel

· Intensive Introduction to Copy Editing (EEI Communications class)

· Advanced Copy Editing (EEI Communications class)  

PROFESSIONAL EXPERIENCE
8/2008–1/2012
Federal Reserve Board




         Washington, DC 
Technical Editor 

· Edited documents prepared by staff, including journal articles, monthly reports, and text for internal websites

· Ensured that publications conformed to current English-usage standards and established agency editorial style

· Assisted in coordinating the typesetting and printing of publications

· Communicated with authors regarding queries and edited material

· Collaborated with team members to meet quality and schedule goals
November 2005–August 2008
Lockheed Martin                                                                              Washington, DC
Writer/Editor 
· Copy edited correspondence and a variety of publications for the Department of Justice, Office for Victims of Crime (OVC), including training manuals, brochures, fact sheets, and articles for grammar, formatting, and compliance with the Government Printing Office (GPO) style guide

· Wrote a variety of materials as assigned by supervisor. Documents produced required flexibility of writing and editing style and the ability to translate material into a style accessible to a wide range of audiences

· Assisted in the preparation of reports, including OVC’s report to Congress, gathering necessary information on significant program accomplishments, ensuring their accuracy, completeness, and consistency with departmental policies and priorities
August 2003–November 2005

American Institute of Ultrasound in Medicine (AIUM)                              Laurel, MD

Publication Specialist

· Managing editor of Sound Waves, the AIUM monthly newsletter, responsible for writing articles and coordinating newsletter

· Copy edited marketing materials and other AIUM publications for quality, continuity, and grammar

· Copy edited news releases, correspondence, and other public communications of the association

· Proofread all Journal of Ultrasound in Medicine (the AIUM’s official journal) articles
· Ghostwriter of president’s bimonthly Sound Waves column

February 2001–February 2002                                                               Virginia Beach, VA 

Protocol Communications

Quality Assurance Proofreader

· Edited, proofread manuscripts, layouts, bluelines through various stages of production

· Assisted QA supervisor with editing and formatting sales proposals, internal and external correspondence, policies, and procedures

· Queried any errors found during proofing process

October 1995–November 2000                                                                    Morrisville, NC
RH Donnelley

Book Coordinator

· Supervised daily progress of books to meet deadlines

· Edited, proofread proofs

· Controlled, organized, and shipped final pages to printers

· Trained new team members

September 1990–October 1995

Knight-Ridder Newspaper Co./The Union-Recorder

Milledgeville, GA; The Sun News, Myrtle Beach, SC

Copy Editor

· Edited copy on the news desk in accordance with Associated Press Style guidelines

· Wrote creative headlines that reflected content of stories

AWARDS & ACHIEVEMENTS

RH Donnelley 2000 MVP Award for Outstanding Job Performance

RH Donnelley 1998 Star Award for Outstanding Job Performance

