Jessica Jackson

6238 W. Ken Caryl Pl

Littleton, CO 80128

720-375-1921

jessica.jackson846@gmail.com
Education
· BA: Literature; Minor: Writing; GPA: 3.76; University of Colorado
Awards
· Dean’s List Scholarship: 2005-2007

· Undergraduate Research Opportunity Program Grant: 2006

· Summa cum Laude Honors and Honor's Distinctions: 2007
Career Skills
	· Typing: 60 wpm

· 10-key: 130 cpm

· Data Processing

· Microsoft Office: Word, Outlook, Power Point

· Excel: Vlookup, pivot tables, conditional statements, some macro functions

· Clerical duties and general office functions

· AR/AP with Quickbooks/Excel

· Shipment processing

· Multiline phones

· Research
	· Training clients/co-workers

· Writing product descriptions, documentation, correspondence, website code, training manuals, technical documents, grant/proposals, etc. 

· Logo, site, print design with Adobe Photoshop, InDesign, WordPress, Drupal
· SEO menus, linking, keyword usage, metatags, and content


Employment History
Administrative Assistant to Marketing Department, Elitch Gardens: April 2013 to Present

· Manage accounts payable for three departments in Marketing (Advertising, Public Relations, and Promotions): categorize expenses, fill out purchase orders, design tracking spreadsheet in Excel, compare payments to budgets and pnls using vlookup and pivot tables

· Track data for various projects: design spreadsheets and clean data utilizing various Excel functions (conditional statements, 

· Complete mailings

· Compile data from various internal sources and present with Power Point

· Research contacts

Contract Technical Writer, BR Media: February 2012 to March 2013

· Input inventory, assess market values, input/upload of products, and prepare/pack shipments

· Write training and operating procedures, designed uniform standard of shipment labeling

· Ensure products meet company quality standards to maintain 99% seller rating

· Built company website using Drupal

· Write product descriptions templates for general products and specialized descriptions for collectible items

· Write and collaborate on website content 

Contract Marketing Assistant, The Tree Guys: January 2012 to August 2012

· Design website, write site content, code site in HTML and CSS

· SEO monitoring, keyword generation, content optimization, metatags

· Design and produce fliers for distribution

Customer Service Representative, Sports Authority: July 2011 to February 2012

Customer Service Representative, PetCo: May 2010 to May 2011

Customer Service Representative, Pizza Cafe: January 2009 to March 2010

Development Support/Documentation Specialist, New Media Interactive Solutions: January 2008 to December 2008

· Assisted project manager by handling content organization (menu and link structure setup) and migration (Drupal, ZenCart, Custom CMS's) managing a small content development team to this aim and communicated with clients on project statuses

· Completed clerical duties: AR/AP (using Quickbooks and Excel), multiline phone, filing, meeting notes, office calendar, office supplies, etc.

· Trained clients on content management systems through written and video documentation and additionally lead in-house training sessions

· Wrote project proposals and scopes using Adobe InDesign and Photoshop

· Wrote, maintained and collaborated on in-house and development documentation

Researcher and Recipient, UROP Grant, University of Colorado: May 2005 to May 2007

· Researched grant requirements, wrote grant proposal, and managed grant expenditures

· Worked under literature professor, Dr. Pompa Banerjee, to meet her research requirements

· Completed clerical duties: copying, compiling, summarizing, and organizing information

· Wrote 46 page Honor’s Thesis
Career Accomplishments
Clerical/Administrative

· Annotated and categorized over 200 articles and primary sources for research topic

· Increased business productivity by maintaining files, directing calls, calendars, documents, inventory, office communication, and assisting coworkers

Writing/Design

· Increased productivity, consistency, and training effectiveness by writing numerous training manuals where necessary and by writing and collaborating on extensive documentation library

· Received scholarly citation and wrote Summa cum Laude honor's thesis based on extensive data categorization, processing, and analysis on research topic

· Increased company visibility and online marketing/grassroots lead generation through website and flier design and creation

Data/Inventory Management

· Identified trends in demand to increase sales and client satisfaction

· Processed data/inventory and met communication, product, and publication/shipping deadlines

Customer Relations

· Increased positive customer feedback to 99% by writing accurate product descriptions/templates that met client and industry expectations

· Maintained over 96% customer satisfaction index in numerous departments
· Fulfilled project deadlines and communicated with clients as to project completion by identifying scope and organizing/distributing/ensuring output of project tasks to a team
References
· Tracy Durham, Manager, Elitch Gardens, (303) 903-6500

· Blair Young, Manager, The Tree Guys, (720) 261-4305

· Darius Alavi, Co-Worker, New Media, (303) 378-8856
