Sara Sewastynowicz
804.839.0312
ssewasty@gmail.com
1023 Somerville Grove Terrace
Midlothian, VA 23114

Education
George Mason University (Fairfax, Virginia)


Bachelor of Arts English, Professional Writing and Editing 


Minor Geography 


3.47 GPA
· Relevant coursework includes Technical and Report Writing, Geographic Information Systems, Economic Geography, Urban and Governmental Planning, Information Technology, Microeconomic Principles, Macroeconomic Principles, Environmental Ethics, Advanced Nonfiction Writing and Editing, Composition, Writing Ethnography, Textual Media, and Public Relations.
· Proficient in MAC and PC operating systems, Microsoft Suite, Adobe CS5, Basic HTML, and ESRI GIS software.
Work Experience


UrbDeZine, William Adams Land Use Attorney (San Diego, CA)


October 2010 – July 2011
Independent Contractor
· Responsible for researching and writing contributing articles as well as develop, edit, and proofread copy and supporting content for www.UrbDeZine.com. 

· Recruit panelists by developing marketing communications as well as conduct interviews on new contributors who are recognized nationwide as emerging urban planners, developers and architects.
· Organize public meetings for residents and business owners to provide information and answer questions regarding proposed conditional use permit in neighboring locations. Prepared and submitted required materials to Planning Department. 

Ashford University  (San Diego, CA)





March 2010 – November 2010

Enrollment Advisor
· Recruited and enrolled students by conveying thorough knowledge of the higher education market, grant, scholarship, and Federal financial aid options. 

· Aligned superior customer service and support to address demographic challenges that concern adult learners.
· Performed database management, online orientations of learning platform, and maintained strict expectations to ensure enrollment retention of several dozen persons were met.
Matrix Business Solutions, Inc. (Springfield, VA)




 January 2009 - December 2009
Project Coordinator / Intern – Commercial/Residential Construction
· Assisted in administration and review of owner contracts and subcontracts, Request For Proposals (RFP), prepared invitation to bid and bid proposals to contractors/subcontractors.
· Processed change orders, subcontractor pay applications, miscellaneous invoices, and change notifications to owner under Project Manager supervision.
· Reviewed and fact checked daily reports, Request For Information (RFI), insurance, and submittals under supervision of Project Manager.

· Ensured a high level of coordination with the owner, subcontractors, and other parties in the timely completion of work.
Book Fruits (Washington D.C.)






January 2009 - December 2009

Reading and Writing Teaching Associate
· Created weekly reading and writing after school program for forth and fifth grade students living below poverty lines and that developed students’ abilities to actively participate in reading, textual analysis and writing. 
· Developed a culturally responsive curriculum and wrote weekly reports to promote, sell, and conceptualize the benefits of the program to school and community members.
Edward A. Meyer (Richmond, VA)





May 2008 - September 2008
Temporary Legal Assistant, Real Estate 
· Prepared documents for home sales, purchases, and refinances including sending introduction letters, preparing and returning closing packages, completing final title policy applications, and providing overall administrative support and clerical duties.
