Jane Doe

555 Main Street  •  City ABC, State ABC  •  12345  •  000.555.555  •  doe@email.com

Objective

Obtain a project management position that utilizes my outstanding creative, graphical, analytical, and people skills to help meet and exceed corporate goals.

Work History

Project Manager/Executive Assistant to Corporate Fitness Department
2002 - present

Fitness Club ABC (contractor)
XYZ City, State ABC
· Design and manage presentations and supplemental information for Corporate
· Manage reimbursements for trainers for certification courses
· Manage club equipment ordering for over 400 clubs

· Arrange travel and manage expense reports, budgets and scheduling for two Vice Presidents

Merchandising Assistant
2001 - 2002

Clothing Company ABC (contractor)
City DEF, State ABC
· Reserved styles and created product codes

· Managed samples and materials for sell-in process

· Developed database system that consolidated product information with sales data

Project Manager, Office of the President
2000 - 2001

ABC Corp.
City DEF, State ABC
· Developed forms and processes for project management

· Scheduled and tracked all projects

· Provided administrative support to President, Marketing, Production, Business Development, and Retail Sales departments 

Account Executive (Internet ad sales)
1999 - 2000

ABC, Inc.
City HIJ, State ABC
· Increased sales from $10k to $100k per month in a 6-month period

· Helped grow gaming network from 25 to over 80 affiliate sites and from 20 million page views per month to over 50 million page views per month in 6 month period

· Exceeded goals by 300% in the 4th quarter of 1999

· Signed an 18-month e-commerce partnership with major distributor of games and peripherals

Executive Assistant to VP Sales & Marketing
1997 - 1998

ABC Software, Inc.
City KLM, State ABC
· Provided support for the Vice President and 23 on-site and off-site personnel and contractors in the areas of educational sales, marketing and product management

· Analyzed the need for, designed and implemented a linked database for free product fulfillment for the Educational Group of ABC.  The new system eliminated repetitive tasks, reduced errors, and tracked orders and expenditures

· Initiated the development of a site-wide donations screening and fulfillment system

· Created marketing calendar with milestones for awards, product releases, mailings & tradeshows

· Designed and managed ABC’s Educational Preview Programs database and merged the files with XYZ Company’s databases after acquisition

· Developed selection criteria, legal guidelines and budget for ABC’s preview centers and educational library
· Grew preview centers and library programs from less than 100 to over 400 preview center sites, and from 75 to 100 educators In-service training days in the U.S. and Canada

Executive Assistant to Sr. VP Technical Programs
1995 - 1997

Company XYZ
City XYZ, State ABC
· Initiated & designed electronic forms that streamlined travel authorizations and expense reporting

Owner and Principal
1985 - 1995

ABC Desktop Designers
City NOP, State ABC
· Provided businesses graphic services including logo and image development, electronic forms design and presentation graphics

· Secured graphics contracts with Hewlett-Packard, 3M and Lockheed

Public Relations Specialist
1984 - 1985

U.S. Department of XYZ
ABC City, State XYZ
· Monitored and critiqued publications, audio/visuals and exhibits for the department and its eight prime contractors
· Developed and implemented employee and public communication plan including a communication board system, speech tracking system, newsletter, feature magazine, annual report, issue alerts, backgrounders, and project briefs

Employee Communications Specialist, Technical Illustrator

Technical Publications Manager, Product Marketing Department
1973 - 1984

Computer Company ABC
City QRS, State ABC
· Produced a variety of communications tools including corporate presentations, weekly news updates, quarterly feature publications and bulletin boards

· Produced ABC’s employee magazine which included formulating policy, budgeting, interviewing, writing, editing, photography, graphics, layout and vendor selection

· Provided a wide variety of materials for Human Resources, including wage curves, employment applications, company brochures, and product displays

· Hired and managed staff of 15-20 technical illustrators, typesetters and clerical support personnel. Produced operating and service manuals for customers and field support engineers

· Conceptualized and implemented computerized tracking system for complex inventory control

· Led efforts to convert  manuals to a computerized system of schematic and graphic generation

5th Grade Teacher, State ABC School District, City TUV, State ABC
1971 - 1973

Education

State ABC Lifetime Teaching Credential K-8
1970 - 1971

City ABC State University
City ABC, State ABC
BA, Design; (Honors)
1965 - 1969

University of State ABC
City XYZ, State ABC
Computer Skills

· Highly proficient with: PowerPoint, MS Project, Outlook, Organizer, MS Word, Excel, FileMaker, PageMaker, Illustrator, and Photoshop.
· Experience with: ACT, Access, Quark Express, Freehand, Flash, BBEdit. Work with PC and Mac OS platforms.

