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SUMMARY
● Passionate, 12-year, not-for-profit professional with Masters in Social Work

● Seasoned administrator with extensive background working for state, local, and privately funded not-for-profit organizations
● Exceptional written communication skills with history of grant writing, grant writing certificate, and more than 50 examples of brochure, newsletter, and other written work
EXPERIENCE

Calvin Klein (CK),  ASSISTANT MEDIA PLANNER, Chicago, IL, 2000—Present

    ● Help compile magazine demographic composition information for more than 15 publications 

    ● Prepare quarterly competitive analyses tracking all media activity for 17 key brands

    ● Reconcile more than $245,000 in annual billings for four clients resolving all invoice discrepancies across 130 media vehicles
THE HARBOR EMERGENCY CENTER, COUNSELOR, Chicago, IL, 2002—Present 

    ● Plan dozens of events for teenage girls in need

    ● Work part-time overnight shift in addition to full-time day job

    ● Counsel girls on variety of topics including personal issues and careers

STATE OF ILLINOIS, Chicago, IL, 1997—2000
ILLINOIS DEPT. OF HUMAN SERVICES, SPECISL PROJECTS COORDINATOR, 1997—2000   

● Planned, organized, and executed three special events throughout the state attended by Secretary of Human Services 

● Created and implemented agency’s first-ever customer service program providing local office jobs for long-term welfare recipients

● Overhauled medical assistance communication efforts writing 20-page brochure used statewide
CENTRAL MANAGEMENT SERVICES, PUBLIC ADMINISTRATION INTERN, 1997—1998

    ● Planned two outreach program events for potential minority state contractors

    ● Prepared for bid requests totaling $750,000 distributed to minority business owners statewide

EDUCATION

UNIVERSITY OF TENNESSE-KNOXVILLE,TN,1995

   ● Master of Science in Social Work; Administration and Planning Concentration

TOWSON STATE UNIVERSITY-TOWSON, MD, 1990

   ● Bachelor of Science in Psychology; Counseling Concentration

INSTITUTE FOR COMMUNICATION IMPROVEMENT-THE GRANT INSTITUTE,2004

   ● Certificate in Professional Grant Writing
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资质能力总结
   ● 富有热情，12年非赢利组织工作经验，社会工作硕士学位。

   ● 有广泛的为州、地方和个人资助的非赢利组织进行行政管理工作的经验

   ● 在拨款申请书的写作上面有足够的经验和出色的技巧，同时还创作出超过50部的宣传册、简报和其他书面材料样品。

职业经验
卡尔文·克莱因(CK), 媒体策划助理, 芝加哥，伊利诺伊州, 2000年至今

   ● 帮助15家出版物锁定杂志媒体的目标人群构成 

   ● 通过追踪17家竞争品牌的媒体活动，完成季度竞争分析

   ● 为4个客户在130余家媒介载体核对超过24.5万美元的年度营业额不符合发票

海湾急救中心，顾问，芝加哥，伊利诺伊州, 2002年至今 

   ● 为有需求的十几岁的女生策划几十个活动

   ● 在全职工作之余还有夜晚兼职

   ● 在包括个人问题和职业发展等不同的话题上给女生提供顾问咨询

伊利诺伊州政府, 芝加哥，伊力诺依州，1997—2000
伊利诺伊州公共事务部, 特别项目协调员, 1997—2000   

● 在本州策划、组织和执行了三个特别活动，并获得公共事务部秘书参与

● 创建和实施部门历史上第一个客户服务计划，为长期的社会福利接受者提供当地文职工作

● 全面检查医疗协助宣传工作，写出被全州所使用的20页宣传册
中央管理服务, 公共管理见习生, 1997—1998

   ● 为潜在的少数族裔州合同承保商策划两次外联活动

   ● 为总额达75万美元的竞标活动做准备，将这笔资金分发至全州的少数族裔企业主

教育背景
田纳西大学-诺克斯维尔, 田纳西州, 1995

   ● 社会工作理科硕士; 管理和规划方面

陶森州立大学-陶森, 马里兰州, 1990

   ● 心理学理科学士; 咨询顾问方面

交流改善学院-格兰特研究院, 2004

   ● 职业提案写作证书










