Shea Little
12476 W. Nevada Place Apartment 104

Lakewood, Colorado 80228

(970) 270-5763

LittleFeather22@gmail.com
 

Education                      

Bachelor of Science in Arts Management, Minor in Business (December 2006) 
Northern Arizona University, Flagstaff, AZ  

Skills    

Knowledge of Microsoft Office (Excel, PowerPoint, Word, Access) Oracle I & II, Adobe Photoshop, Jalbum, Artboard. Comfortable with Mac or PC.

Experience

Owner, MeeRi Designs, Scranton, PA (May 2011-Present)

Started a design company promoting open communication within adoptive families. Created a website MeeRiDesigs.com. Illustrating a children’s book to promote concept.

Manager, Marquis Art and Frame, Scranton, PA (June 2009- May 2011)

Managed custom frame shop, art gallery and building. Helped customers pick out mats and frames for their artwork. Curated four art exhibitions a year and mild bookkeeping for framing totals. Trained part-time employee in all aspects of job. Hosted First Friday event every month for two gallery spaces. Collected rent from tenants and other shops in building. Responsible for overseeing all building maintenance.

Author and editor, Landfillart Project, Scranton, PA (August 2009- May 2011)

An international artist reclamation project with1,041 artists involved. Responsible for updating website with new photos of completed projects sent in by artists, www.landfillart.org. Edited photos using Adobe Photoshop. Wrote the Landfillart Project Book, where each artist gets a half page in the book, including a photo of their artwork, and an artist participation statement with a short biography.

Property Manager, Chrismarq, LLC and CMRQ, LLC Scranton, PA (August 2009-May)

Responsible for ten student homes around town with up to 62 tenants. Collected rent, paid bills, and bookkeeping for four checkbooks.

Insurance Agent, Bankers Life and Casualty, Wilkes-Barre, PA (October 2008- January 2009)

Resident producer individual insurance license specializing in working with senior citizens. Extensive knowledge in: Medicare Supplements, Home Health Care, Skilled Nursing Care, Long Term Care, Life Insurance, and Annuities. Cold calling to setup appointments in people’s homes to review their current insurance policies and present new policies they might need. Self employed but sold for Bankers Life and Casualty.

Floral Assistant, Tanya’s Floral and Gifts, Old Forge, PA (April 2008- August 2008)

Opened and closed the store, Customer service, designed flower bouquets, Calculated inventory and prices, Influenced purchases, answered multi-line phone, Money management.                     
Gallery Director, Third Art Gallery, Scranton, PA (February 2008- April 2008)

Assisted with concept of art gallery and implemented those concepts at the grand opening for the gallery, Responsible for curating the inaugural exhibition, setting up gift shop. Daily duties included opening and closing the gallery during the week.  

Administrative Assistant, Jolar Machine Company, Dickson City, PA (February 2008- April 
2008)

Responsibilities included: processed purchase orders everyday, updated inventory, invoiced customers, answered multi-line phone, filed purchase order forms, helped around the office with whatever needed to be done.                

 





Office Assistant to Purchasing Department, Flowserve, Moosic, PA (August 2007-Febuary 
2008)

Responsibilities included: processed purchase orders daily, updated computer system: changed ship dates and price, sold pump parts to venders including all follow up, answered the switch 
board at lunch hour. 

Administrative Assistant, College of Arts and Letters Dean’s Office, Flagstaff, AZ (August 
2005- December 2006)

Secretary duties: answered phone calls, made copies, delivered packages, customer service, and filed Closing duties: Lock all doors in building and turned off lights, updated computer systems: graduation papers, grades, and major/minor changes.

                                     
Intern, Foothill’s Art Center, Golden, CO (June 2006- July 2006

Wrote copy, teacher’s assistant for summer children’s program, designed and implemented archival system for monthly exhibitions, coordinated projected exhibit schedules and curators assistant.

Honors and Achievements
~ Earth Day Revival Exhibition at ArtWroks Gallery April 2010, Scranton, PA. received second place

~ Graduated college with a Bachelor of Science degree in three and a half years
~ Luke Roy Memorial Scholarship, received to continue extended education of the arts, 2003

                          

~ Volunteer Award, acknowledged for completing at least 280 hours of community service in school, 2003

~ One month study at The Art Institute of Boston, July 2002

Note: All gaps in employment history were filled with various restaurant jobs. (Bartender, Server, Cocktail Server, Hostess)  

                                  

