Jane Smith
Qualifications:  
Highly adept, creative thinker with writing talent and a vast array of transferable skills.  A dynamic and forward thinking individual who possesses superior time management and organizational skills.  
Education:
The University of North Carolina





         Chapel Hill, North Carolina
Bachelor of Arts in Journalism



      




Dean’s List
Experience:
2005 – 2008
University of North Carolina




         Chapel Hill, North Carolina


Program Coordinator - Distance Learning & Professional Education

· Developed, coordinated, and executed 200+ advanced training courses for professionals 

· Contributed journalistic expertise to annual course catalogs and promotional materials

· Wrote and edited correspondence for clients on behalf of Professional Education department 
· Utilized comprehensive timeline to implement event planning requirements
· Facilitated client feedback and evaluations to team members on all levels
2000 - 2005 
ABC  Realtors®







Atlanta, Georgia

Client Services Associate






· Composed written advertising copy for premier real estate listings

· Responsible for writing, editing, and layout of marketing brochures
· Conducted interviews with clients to assess needs and formulate marketing plans

· Acquired data for prominent sales team via independent market research endeavors
2001 - 2004
New York Broadcasting, Inc.





      New York, New York
       
Unit Coordinator


   
· Served as liaison between HR, Finance, and Production departments 

· Responsible for satisfying all logistical elements of CNN position approval process 
· Composed and presented written departmental requests to COO and CFO
· Utilized creative strategies to compile and deliver annual forecast reporting   
1991 - 2001
FGP International

 

           

         Greenville, South Carolina
     
Office Administrator

(     Conducted interviews and administered character assessment profiles

(     Interfaced daily with Fortune 500 executives and sales personnel
· Answered 10 phone line system and assisted with general questions about the company

· Gathered and analyzed weekly and monthly staffing reports 
· Provided support for Executive Management Team
Computer Skills:

Excel, Power Point, Microsoft Word, Access, Publisher, Outlook, Internet, Act! 6.0, Peoplesoft, Lotus Notes, Eudora
