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GOAL

EXPERIENCE

EDUCATION

A D M IN ISTRATIV E A SSISTA N T  |  O CTO BER 2 0 1 6  - A PRIL 2 0 1 7
RO BERT H A LF |   M A PLEW O O D , M IN N .

LA N GUA GE &  CU LTU RA L A M BA SSA D O R |  SEPTEM BER 2 0 1 5  - 
JU N E 2 0 1 6

BILIN GUA L ED U CATIO N  D EV ELO PM EN T &  A SSESSM EN T 
PRO GRA M  (BED A )  |   M A D RID , SPA IN

University of Missouri - Columbia 

Bachelor of Journalism 

Emphasis: Magazine Publishing 

Honors College Cert ificate

Minor in Spanish 

Graduation date: May 2014

I'm hard working, detail oriented and 
excited to use my skills to create and 
develop digital content and strategy. 
My strengths include creat ing digital 
content, edit ing for style and grammar, 
collaborat ing with others and solving 
complex problems to ensure my team 
meets all its goals.  

- Created and designed infographics and quarterly company newsletter
- Updated and maintained company website to ensure content 

standards were met
- Opened new transact ion files and completed processing dut ies
- Trained new front desk staff and coordinated meetings

- Planned and executed engaging English and science lessons using 
out-of-the-box methods to make English more accessible to students

- Corrected errors in grammar and pronunciat ion to prepare students 
for Cambridge Exams

- Managed classes of up to 20 students

Content Management 

Edit ing

AP Style

Salesforce

Video/Audio Edit ing

InDesign

Photoshop

Wordpress

Spanish

ED ITO RIA L A SSISTA N T  |   M AY 2 0 1 4  - JU N E 2 0 1 5
TH RILLIST M ED IA  GRO U P  |   N EW  YO RK , N .Y.

- Executed content strategy by sourcing photos, building and copy 
edit ing daily newsletters and a minimum of 14 stories per week

- Ensured deadlines were met by managing freelancers and priorit ies
- Wrote SEO friendly NYC news stories to drive new visitors to 

Thrillist .com
- Pitched stories for city and nat ional features
- Managed Twit ter accounts for seven Thrillist  cit ies to increase 

website visibility

CO N TEN T SPECIA LIST |   JU LY 2 0 1 7  - PRESEN T 
3 M  (CO N TRACT) |   M A PLEW O O D , M IN N .

- Creates a better user experience and engaging product content to 
drive sales of eCommerce and bCommerce products 

- Optimizes content on 3M.com so it  appears first  in search
- Collaborates with division market ing teams to ensure content is 

accurate and conveys correct focus for target market
- Creates all assets in Oracle Content Management System
- Uploads assets to Salesforce

SPECIALTIES

PRO TO TYPE D EV ELO PER  |   JA N UA RY - M AY 2 0 1 4
PU BLISH IN G &  M A N AGEM EN T CA PSTO N E |  CO LU M BIA , M O .

- Created Host magazine from concept to publicat ion for a capstone 
journalism course in partnership with Meredith Corporat ion

- Developed, wrote and edited department and feature content
- Developed business plan and sales pitch
- Created print and tablet edit ions in collaborat ion with design team 

http://3m.com/
http://3m.com/
http://3m.com/

