Elizabeth Horkey

4140 E. 35th Street • Tulsa, OK 74135 • 918-633-1140 • liz.horkey@gmail.com • visualcv.com/lizhork

Education

Oklahoma State University                                                                                    May 2011

Bachelor of Arts in Journalism and Broadcasting, Public Relations                           Major GPA: 3.6

Keller School of Management 
Master of Business Administration                                                                        Completed 23 hours
Skills

· Adobe InDesign and Photoshop   

· Microsoft Office Suite

· Content creation for various platforms

Work Experience

Admissions Representative                                                                                                             May 2014 – July 2014
Community Care College
· Work with students and other representatives to create students records and maintain accurate information
· When students seek information about our programs, I provided them with information via various platforms 

· Represent the college at recruiting events, speak with students about various aspects of the college’s programs
Merchandising Lead                                                                                                                    October 2011 – May 2014
The Gap, Inc.

· Perform opening/closing duties, including forecasting sales for the day and week based on previous year’s data
· Lead teams with special projects including shipment, restocking, inventory, mannequins, setting the store and windows, or store decoration to the Gap brand standards

· Act as liaison between customers and sales associates to ensure a positive and productive customer experience
Promotions Intern

The National Multiple Sclerosis Society, Tulsa, OK                                                                            June – October 2011

· Created and monitored social media content for a large auction event benefiting the National MS Society

· Informed supporters of accomplishments by producing and distributing sponsorship recaps, brochures and e-mail blasts, which I designed and created the content to promote and support events
· Worked with committees to organize logistics, ideas and delegate duties among volunteers
· Learned about budgetary restraints by planning full scale events with limited funds

Student Assistant

OSU Student Union Marketing Department, Stillwater, OK                                                          August 2010 – May 2011

· Created content for monthly newsletters for various campus stores and departments to keep staff informed of events and news surrounding the Student Union and its affiliates
· Produced marketing materials for students and faculty about special promotions concerning on-campus stores
· Used multiple social media platforms to monitor and interact with students and faculty across the campus
Copy Editor/Writer

The Daily O’Collegian, Stillwater, OK                                                                                             Spring 2009 – Fall 2009

· Edited the newspaper nightly to ensure proper use of AP style, grammar and punctuation
· Researched and authored multiple articles each week for the news and features columns of the student newspaper
Leadership Experience/Campus Involvement
President – Delta Delta Delta                                                                                                        
