 Laura L. Jordan
12656 Roosevelt LN
Apt E-2
Englewood, CO 80112
Phone: (802) 734-7233
E-mail: ljordan8@msudenver.edu

Summary: 	Team player with developed organizational and people skills, looking for an internship to gain experience in broadcast journalism.  

Education: 	Metropolitan State University of Denver   
Expected Graduation: Spring 2013 	
IDP: Individualized Degree Program
Focus: Convergent Journalism  
Relevant Coursework: 

Public speaking		Television Production
Beginning Editing		Writing for Broadcast Journalism
Intermediate Reporting 	Intro to Photo Journalism

Experience:	

		Metropolitan State University of Denver			2009- 2012  
		Administrative Assistant 
		Provided customer service to students at Metro. Organized and maintained computer files
	               Followed up on outstanding jobs. Maintained a multi-line phone system. Helped with 
		Research and editing. 

D.H. Ruggles & Associates, Denver, CO			2007-2008
Office Manager/Marketing
Helped with marketing, HR and public relations side of business for architectural firm when associates were out of the office. I was Responsible for a monthly newsletter “Ruggles Press”.  I maintained monthly reports in production for general office. Operated the switchboard and scheduled meetings. 
[bookmark: _GoBack]Skills:		
		
		Created electronic newspaper for architectural firm D.H. Ruggles called “Ruggles            
		Press” including: newspaper layout, research and writing short articles. 
Helped edit a book with professor at Metropolitan State University of Denver
Spreadsheet analysis using MS Excel
		Presentation assistance using MS PowerPoint
		Client organization using MS Access 
MS Word and various printing and copy office equipment

INTERNSHIPS: 			                           
	      	       
KUVO 89.3 Radio Station: helped with local stories, phone comments from the public, social media content for new local morning show using various sources, including Associated Press and National Public Radio.
ABC News, New York: helped with the presidential debate on October 3, 2012. Helped news crew with production. 
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Don Ruggles, Owner 
D.H. Ruggles & Associates
Architectural firm
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