
EDUCATION:

B.A. – Communication, North Carolina State University, May 2006
WORK EXPERIENCE:

Development Officer – The Echo Foundation – Charlotte, NC – January 2008-April 2008
· Researched and targeted prospective sponsors and compose sponsorship proposals and grant requests

· Maintained donor files and database system, and oversee donor relations

· Planned annual black-tie award dinner, attended by 500+ guests

· Solicited donations for event, both monetary and in-kind

· Recruited and managed 30 volunteers

· Created and maintained guest list and seating chart
· Edited media materials including press releases and media advisories, tracked media coverage, and created and maintained media report

Information Coordinator – Girls on the Run International – Charlotte, NC – April 2007-January 2008
· Handled all logistics pertaining to starting new councils, including responding to inquiries from across the world, managing new council prospect database, and assisting applicants with the application process.
· Served on New Council Selection Committee, reviewing new council applications and making approval decisions
· Created and maintained contracts for all councils

· Ensured receipt of all required new council documents prior to national trainings and maintained files of such

· Coordinated national trainings including securing location, reserving lodging, organizing group meals, and maintaining a database of registered attendees.

· Coordinated logistics for annual summit meeting, including registrant database, design of registration booklet and breakout session assignments, participant gifts and literature. 

· Tracked and archived media coverage for all 150 councils internationally

Assistant to Chief Officers – Girls on the Run International – Charlotte, NC – July 2006-April 2007

· Coordinated all national board meeting logistics including handouts, food, and meeting notices and materials
· Recorded and distributed board meeting minutes and maintained board member roster

· Wrote and edited text for informational pamphlets and program registrations

· Served as the first point of contact for Council Directors, national and local sponsors, and potential donors

Intern – NC political party headquarters – Raleigh, NC – Summer 2004

· Authored and edited press releases

· Coordinated NC voter registration for US presidential election and managed voter registration database

· Assisted special guests and delegates at statewide party convention

Public Relations Specialist / Staff Writer – Weiner Public Affairs – Washington, DC – Summer 2003

· Authored Op-Eds featured in Orlando Sentinel, Washington Times, Christian Science Monitor, and Miami Herald

· Youth Vote Op-Ed featured on C-Span’s Washington Journal as daily topic of discussion

· Pitched stories to and composed press releases for nation-wide media outlets, generating coverage for clients
· Computerized company contacts and created office filing system

EXTRACURRICULAR ACTIVITIES & COMMUNITY SERVICE

NCSU Panhellenic Association – Secretary – 2005
· Served on executive board which presided over Panhellenic sororities at NCSU

· Managed Fall 2005 Sorority Rush. Created informational booklet about NCSU Panhellenic Association for rushees

· Participated in MGCA leadership conference and several other leadership retreats

Delta Gamma, NCSU Stately Ladies, NCSU Dance Marathon, NCSU FYC Student Council, Prevent Blindness NC volunteer, Triangle Reading Service, Governor Morehead School, Library for the Blind
TECHNICAL SKILLS

Microsoft Office (Word, Excel, PowerPoint, Outlook, Publisher), Adobe Acrobat, Lexis Nexis, Exceed
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