Ilana Martin

2615 Oak Drive #18

Lakewood, CO USA

ilana.g.martin@gmail.com
Education

University of Montana








                      2010
Bachelor of Political Science




 
                             Missoula, MT
Minors: International Development, Sociology 

Office Experience




Receptionist










             2011-2012

Commercial Building Services, Inc.






         Littleton, CO
· Attend phone line and front desk

· Processed mail

· Input invoices into Sage-Timberline
· Designed mailers and company brochures 

· Assisted with sub-contract writing
· Maintained past, current, and future project contracts
· Communicated daily with subcontractors for various reasons
President of Hillel
Local Chapter






                      2010
University of Montana





      

                  Missoula, MT

· Applied and lobbied for funding from the student body government

· Communicated with other student groups to coordinate joint events

· Informed student group members and interested members of the Missoula 

      community on upcoming meetings and activities

· Organized group meetings and activities
Volunteer Experience

Project Coordinator








        2011- Present
EOS International







                     U.S.A., Nicaragua

· Developing and initiating our program evaluation

· Defining our future volunteer and internship programs
· Develop organization materials; for internal and external use
· Network with other organizations working in Nicaragua
International Development Experience

English Teacher

                      2010
The Republic of Georgia, Ministry of Education and Science                The Republic of Georgia
· Co-taught with Georgian English teachers

· Participated in lesson conception and development

· Taught grades 3-12

· Helped students with grammar, sentence structure, word pronunciation, and vocabulary

· Graded assignments

· Submitted monthly and weekly evaluation reports

· Lived with a host family in a small rural village
Computer Skills:  Word, Excel, Power Point, Publisher, Social Networking Sites, 50+WPM
