Candidate 2
SOCIAL MEDIA & ADMINISTRATIVE SUPPORT PROFESSIONAL

Bilingual (French/English), highly adept communicator with Masters Degree in Linguistics. Strong proofreading, computer literacy, editing, blogging, and social media skills. Organizational acuity and laser focus complemented by creative flair. Learn new systems quickly, providing top-notch administrative support.  

 Editing Proofreading  Organization  Social Media  Blogging  Linguistics

EMPLOYMENT & VOLUNTEER HISTORY

State of Wisconsin Department of Employee Trust Funds, Madison, WI


6/2010 - Present

Assistant to the Board Liaisons

· Prepare materials for Board meetings, including photocopying, collating, and preparing binders for Board Members.

· Summarize minutes of Board meetings.

· Create and maintain Board membership and other organizational files using Excel, Word, and Access.

The Essay Expert, Madison, WI







12/2010 - Present

[Small writing and editing business with active blog and international clientele]

Social Media & Editorial Intern

· Edit weekly WordPress blogs for SEO optimization and grammatical flow; researched and inserted appropriate images into blog.

· Organized entire body of approximately 100 blog articles and created complex sets of autoresponder emails in AWeber email system for distribution to blog subscribers.

· Post blog articles multiple times per week to company owner’s LinkedIn groups and Facebook to ensure ongoing publicity.

Forest Products Society, Madison WI






8/2006 - 3/2007

Document Scanner

· Scanned journal issues, created pdfs, and proofread optical character recognition (OCR) results.

Dictionary of American Regional English, Madison, WI




9/2004 - 5/2006

Editorial Assistant

· Conducted online research to find instances of historical word usage for inclusion in dictionary.

· Proofread quotations to ensure accurate iteration of source material.

Steenbock Library, University of WI-Madison, Madison, WI



1/2003 - 9/2004

Student Reserves, Document Delivery, and Circulation Worker

· Created and updated Voyager database records for hundreds of Reserves items per semester.

· Populated and maintained class e-Reserves web pages.

· Checked out patrons, fielded questions in person and on the phone, checked in and reshelved books.

EDUCATION

UNIVERSITY OF WISCONSIN MADISON

Master of Arts (MA) English: Applied English Linguistics, 2006

Bachelor of Arts (BA) French and Linguistics, 2004

SKILLS & QUALIFICATIONS

Languages/Communication

· Advanced spoken and written French  Beginning written Italian and Spanish

Computer Proficiency

·  MS Office Suite, OpenOffice, Google Docs, Adobe Acrobat  WordPress, LinkedIn, Facebook, AWeber

·  Proficient with general computer system troubleshooting

