Jenny L. Allison

3317 SE 31st Avenue

Portland, OR   97202

P: 541-829-0027     E: jenny11allison@gmail.com
Objectives:  Artistic minded with a wide range of communication education and experience, pursuing a career that will involve and develop my passion for media, creative undertakings, and results driven mentality.

Key Skills:  Enthusiastic team player that is driven, flexible, and patient.  Reliable for excellent communication and presentation skills; with professional appearance and demeanor. Experience in market research, marketing, negotiations, proposal development, film production, interface design and content placement, project budgeting, sales, promotions, customer service, problem solving, and media broadcasting. 

 Software skills: Versed in both PC and MAC operating systems.   Word, Photoshop, Acrobat, Illustrator, Power Point, Outlook, eRoi newsletter app, Front Page, Excel, Timberline, Act, Word Perfect, Endora.  Very computer savvy and a quick learner.

Work Experience:

Professional Nanny
Typical Full-Time Nanny Duties: For professional, busy family.  (Oct. 30 2009– Present)
Engaging Media, Inc., 4710 SW Kelly Ave, #200, Portland, OR 97239

Wonderwoman: Office Manager, newsletter editor; film pre-production, casting, locations, research, sales/cold calls, proposals, interface design, marketing and transcriptions. (May 30 2007– Oct. 30, 2009)

Human Resource Specialties, 3 Monroe Parkway, Suite 900, Lake Oswego, OR  97035

Receptionist/ Coordinator; General operations, purchasing, AAP production, proofing, professional customer service, detailed, confidential record keeping.  Manage, track, and implement new Marketing system.  Update employee manual.  Facilitate/ organize side projects. (April 2006- May 29, 2007)

Emerald Staffing, 5335 SW Meadows Rd, Suite 210, Lake Oswego, OR  97035

For Hire Staff:  Positions in General Office Operations (March 2006- April 2006)

JLS Custom Homes,  16280 NW Bethany Court, Beaverton. OR 97006
Purchasing Assistant:  Bidding for #5 builder in Portland area, negotiate/ maintain budgets, contracts, & specs. (June 15, 2004- May 14, 2005)  Promoted to Design Center Coordinator/ Sales:  Business development, appt setting, very detailed, customer service. (May 15, 2005 to Nov. 13, 2006)

94.7 KNRK,  0700 SW Bancroft St.  Portland, OR  97239
Independent Contracted Promotions:  Marketing liaison for KNRK sales managers, and sponsors, at events. Persistent, focused, sales oriented, and assertive. (Oct. 2003- Aug. 2004)

KBVR TV,  210 MU East, Corvallis, OR  97331
Crew Intern:  Knowledge of studio equipment and responsibilities. (March 2003- June 2003)

Education: 

OREGON STATE UNIVERSITY,  Corvallis, OR  97330

Bachelor of Science in Liberal Arts


Major:  Multimedia and Communications     Minor:  Anthropology 


Graduated:  June 2003

Job-Related Training Courses:


Public Relations Writing, Magazine Writing, Advertising, Graphic Design, Journalism
Television Production and Design, Television Studio and Sound.

Special Interests:  Film, Produce annual ActionAid Benefit Concert, politics, reading, writing, design and painting, Kappa Alpha Theta and Anthropology Club.  Volunteer for CASA, MS charity events, and the Oregon Food Bank.

