Melissa Spiegel
3730 Ashmount Dr.
Fort Collins, CO 80525, United States
Home: (970) 631-5578
mspiegel@rams.colostate.edu
	
	PROFESSIONAL SKILLS
· 60+ WPM typing speed (18,000 KSPH)
· [bookmark: _GoBack]5+ years experience using Microsoft Office Suite for school/work-related tasks
· Have experience transcribing audio files under tight deadlines
· 9 months editing experience at a professional journal 
· Received feedback regarding thoroughness and accuracy in transcription as well as other kinds of work

	
	EDUCATION
	Bachelor of Arts in English, May 2012
	Colorado State University, Ft. Collins, CO GPA: 3.723
· Member of Golden Key International Honour Society and Phi Kappa Phi
· Currently a candidate for graduation with distinction
· Second field: Business Administration

	
	RELEVANT COURSEWORK
· Business Computing Concepts and Applications	
· Interactive Programming with Java
· Calculus in Management Sciences
· Introduction to Financial Accounting

	RELEVANT EXPERIENCE
	General Transcriptionist (Independent Contractor), February 2012 - Present
	Focus Forward, Fort Washington, PA
· Transcribe a variety of audio files (medical, focus group, etc.) 
· Edit completed transcripts according to formatting guidelines
· Provide remote note-taking as needed
	
	Associate Fiction Editor (Intern), August 2011 – May 2012
	CSU Literary Journal (Garden Level), Fort Collins, CO
· Worked with team to select fiction/prose manuscripts for publication
· Proofread selected manuscripts for grammatical/spelling errors
· Copy-edited selected manuscripts for accuracy, proper formatting, and consistency





