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Relevant Experience	VCU Health Systems		            Richmond, VA     Fall 2011—Present 
			Administrative Assistant
[bookmark: _GoBack]Assist in project management and marketing of information system processes.
Provide administrative support to Chief Information Security Officer, Director of Financial Support Services, Director of Program Management and Help Desk 
Manager by improving procedures and meeting demanding deadlines.
Direct vendor and employee relations, manage procurement of materials, generate
and maintain equipment tracking records.
Coordinate corporate luncheons and develop presentations for company events.
       			
			SJS Public Relations		             Richmond, VA      Fall 2011—Present 
			Public Relations Specialist
Identify, develop and evaluate public relations/marketing strategy.
Strengthen company’s’ social media presence.
Survey responses and gauge public opinions.   

The Visual Art Center of Richmond          Richmond, VA      Fall 2011—Present 
			Public Relations/Marketing Volunteer
			Assist with managing company blog and twitter account.
			Author press releases and artist profiles.
			Reorganize company website to be more reader friendly.

Virginia War Memorial		             Richmond, VA	Fall 2010
			Public Relations Intern
			Research effectiveness of online marketing campaigns.
			Coordinate media during major events.
			Maintain and research media clippings.
			Redesign brochures, event programs and create e-newsletters.
			Assist directors with overall maintenance of organization and offices.
			
			Venture Richmond		             Richmond, VA	Summer/Fall 2010
			Campaign Partner
Promote and market 2010 Richmond Folk Festival to VCU students.
Create, distribute and tabulate intercept surveys.
Increase event awareness by 15% in two weeks using popular social media sites.
Gained new sponsors and vendors for event.

Valentine Richmond History Center        Richmond, VA	Fall 2009
Marketing Department Volunteer
Edit company website by restructuring design and content.
Update local event calendars with Richmond History Center events.
Edit media alerts and event press releases.
Manage media contact lists


Technical Skills		Photoshop 		Illustrator		InDesign
Acrobat Professional 	Dreamweaver		Microsoft Office 	
Lotus Notes		Lawson			Kronos					
Visio	                             Windows XP/Vista	CisionPoint
Mac OS X		AP Style		Vocus
Google Analytics	Google Documents	HTML


Education		Virginia Commonwealth University, Richmond, VA
B.S. in Mass Communications concentrated in Public Relations
Minor in General Business, Dec. 2010

Work Experience	VCU Health Systems		            Richmond, VA	2007-2011
			Acute Care Oncology Unit Secretary
Serve as a team member in offering critical care to patients in a fast pace 
environment.
Promote and organize fundraising events for the department.
Perform clerical duties involved in preparing and maintaining patient and unit 
activities.

SUNY Geneseo			            Geneseo, NY	2005-2007
Computer Technical Assistant
Provide technical assistance to faculty and staff.
Train employees on various computer applications to strengthen classroom presentations.
Provide maintenance on equipment and software.

Queen of Peace Residence	            Queens, NY	 2003-2008
Receptionist
Welcome and direct visitors throughout facility.
Answer phones, respond to email and fax inquiries.
Manage mail for a staff of 100.


Organizations	Public Relations Society of America
	Social Media Club of Richmond attendee
Virginia Commonwealth University Alumni Association
Acute Care Oncology Celebrations Committee

