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  Clearance: Top Secret
Objective:  
To contribute to growing and supporting the Washington Humane Society’s multi-media platform in order to bring awareness to the animals in need and educate the public on how they can help effectively and safely.
Education
Longwood University, Farmville, VA

Bachelor of Arts in Communication Studies

Concentration in Mass Media

Work Experience
March 2012-

Northrop Grumman - Administrative Assistant

Present


7575 Colshire Drive, McLean, VA 22102
Duties: Edit team monthly status reports and submit for approval. Write content, create and layout monthly team newsletter. Assist with key resumes, staffing roster for proposal and help filter prospective job candidates. Organize team meetings. Create copies, print projects and compile project books for meetings with the client (Department of Justice). Use multimedia platforms to keep team members informed of any changes or important updates. Edit and write as necessary Standard Operating Procedures and Standards of Work for Northrop Grumman Team. Complete research projects within a timely manner.  Review reimbursement requests. Assist in overseeing summer interns. Submit ideas and write articles for Civil Solutions Editorial Board and GreeNG ERG to be published in sector newsletter.
Accomplishments: Meet all deadlines, earned Timely Awards Plan (TAP) for move support.

August 2010-

Washington Post Company-Comprint Military Publication-Pentagram - Staff Writer 
February 2012

Fort Myer, VA 22211

Duties: Wrote articles, took pictures, edited cutline’s, assisted with paper layout, pulled ads into paper layout, and utilized email and external news sites to collect news notes and articles for publishing. With reporter team assisted in creating story board and event calendar for newspaper staff each week.
Accomplishments: Was trusted to interview senior leaders in the military community to include sergeant major of the army, base commander, celebrities and foreign dignitaries. Consistently had 2-4 articles published weekly accompanied by pictures. Multiple articles and photographs published on front page, two-page centerfold and Army news website. Article on August 2011 5.8 magnitude earthquake was submitted to CNN iReport by an outside source. Trusted to lay out paper in Quark, designed multiple front pages and two page center fold layouts. 
June 2009- 

Quantico Sentry Internship Lejeune Hall, Bldg. 3250 Quantico, VA 22134
July 2009
Duties: Wrote articles, took pictures, edited cutline’s, and assisted with layout.
Accomplishments: Several articles and pictures were published during internship. Gained skills in writing and co-writing articles, and partaking in all day coverage events. Met all deadlines and was trusted to carry out independent reporting throughout internship. Support news article coverage for shooting of video for National Museum of the Marine Corps – scenes being shot were for Belleau Wood exhibit.
September 2008 -

The Rotunda, Longwood University School Newspaper 
April 2010

Duties:  Staff photo editor for weekly paper; staff writer and photographer, responsible for five staff 



members and one assistant photo editor.

Accomplishments: Met all deadlines. On average, wrote an article a week when working as staff writer. Articles written fell under news, investigative, review and feature categories – a few made front page headlines. Effectively assigned photography duties and aligned photos with stories. 
Related Experience
· Quark Express, Indesign, and Photoshop
· Maintain a blog
· Basic and Advanced Media Reporting and Writing

· Basic and Advanced Broadcast Productions

· Use of Sony Prosumer MiniDV video camera 

· Apple Final Cut Express 
· Garage Band Audio Editor
· Microsoft Office programs including Excel/Word, Frontpage and Powerpoint
