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john@email.com

	

	Summary of Qualifications

	· Eight years experience in Nonprofit and Public Agencies
· Masters in Public Administration Degree with a specialization in Nonprofit Management
· Direct Experience developing and implementing programs for youth
· School volunteer and substitute teacher
· Hands on experience coordinating and planning community development programs involving financial management, community relations, volunteer development
· Enthusiastic and organized work ethic - focused on motivating others to succeed

	

	Areas of Expertise

	· Business Plan Development

· Budget Development/Oversight

· Contract Management

· Community Relations

· Event Planning
	· Fund Development

· Grant Writing

· Marketing

· Program Planning

· Public Speaking
	· Research/Date Acquisition

· Staff Training/Supervision

· Strategic Planning

· Volunteer Development

· Youth/Family Programs

	Computer Skills: Word, Excel, Publisher

	

	Education

	MPA
	Master of Public Administration
	School of Public & International Affairs

	
	Focus in Public Management & Policy
	University of Sample, City, State 1996

	BA
	Bachelor of Arts
	University of Sample

	
	Major in Comparative Sociology
	City, State 1990

	Relevant Coursework: Student Teaching Experience at St. Charles and Lowell elementary schools

	

	Employment History

	2002 - Current
	Substitute Teacher, Sample School District
	City, State

	
	Coordinate and implement daily lesson plans for students (2nd - 12th grades).

	

	1998 - 2002
	Coordinator, Sample County Health and Safety Network 
	City, State

	
	Directed the operations of a community program aimed at preventing youth violence and youth substance abuse.  Worked with Board of Directors, volunteers, and community partners to develop and implement strategies.  Managed direct service contracts and prepared and managed biennium budget of $400,000 and developed and monitored project outcomes.  Supervised seven employees, recruited volunteers and prepared funding proposals.  Coordinates special events including annual Youth Summit.

	

	1997 - 1998
	Sponsored Loaned Executive, United Way of Sample County
	City, State

	
	Led the planning, implementation, and administration of successful workplace fundraising campaigns.  Served as a United Way spokesperson.

	

	1996 - 1997
	Volunteer in Service To America (VISTA), Housing Hope
	City, State

	
	Supported community groups to address local housing needs.  Helped the community fund campaign to raise $100,000.  Developed a business plan for an employment and training program and coordinated fundraising and other special events.  Prepared funding proposals.

	

	1992 - 1994
	Program Coordinator, Youth Sports, XYZ YMCA
	City, State

	
	Developed, coordinated, and led youth programs and events.  Recruited, trained, and supervised volunteers and paid staff developed and monitored program budgets and helped with fundraising and other special events.

	

	1991 – 1992
	Program Specialist, City ABC Boys and Girls Club
	City, State

	
	Developed, scheduled and implemented classes and special events for youth. Recruited and trained volunteers.  Designed and distributed informational flyers and brochures.

	

	1990 - 1991
	Admission Representative, XYZ School
	City, State

	
	Planed and implemented promotional trips.  Developed and evaluated the budget.  Collected, synthesized, and presented information in oral and written form to the Board of Directors and Administration.

	

	Community Involvement

	
	· Observer/Volunteer, Sample City Community School, City, State,  December 2002

· Community Assessment Partners Committee, United Way of Sample County,  City, State, 2001 – 2002

· County Prevention Planning Committee, Sample County Human Services, City, State, 2001 – 2002

· Varsity Field Hockey Coach, Sample Academy, City, State, Fall 1995

· Varsity Lacrosse Coach, Mt.  Sample High School, City, State, Spring 1996

· Advisory Board Member, Sample Community Center, City, State, 1991 – 1994

· Ropes Course Instructor, Sample County 4 - H, City, State, 1991 – 1994

	

	International Travel

	
	· Nepal and Tibet, traveled for one month in 2002

· Australia, 2001, traveled for one month in 2001

· New Zealand and Australia, traveled for three months in 1998


References available upon request

