D U S T I N   S I T E S
3003 3rd Street  #4 

Springfield, NM 90009
 hm (856) 555-5697  mb (856) 555-4202
dstnfake@fauxdomain.com
OBJECTIVE:

To join a creative, editorial team that allows me to apply my copywriting and project management skills in the world of textbook publishing. 
EXPERIENCE:
May 2003 – Present
Freelancers United Group



Freelance Associate

· Copywriter – Provided on- and off-site speechwriting, ad copy, press releases, mission statements, fundraising letters, mass correspondence and related materials. Generated supplementary handbook materials to accompany corporate manuals and performance reviews.

· Copy Editor – Provided on- and off-site editing services including standardizing various sources of copy and ensuring a unified corporate voice. Worked with executives to help shape sensitive correspondence.

· Researcher – Provided on- and off-site market and corporate research, fact- checking and compliance with government standards.

May 1999 – Apr. 2003
Kids Storybooks, Inc.




Assistant to President/Designer
· Coordinated “start-up” operation, including physical departments, office supplies, phone/computer network, business filings, database systems and company handbook.
· Oversaw employee contracts, benefits administration and state/local compliances.
· Coordinated client follow-up between detail-oriented designer, vendors, contractors and architects.
· Generated and maintained status reports and project boards.
· Event planning for charity functions, business parties and house showings.

EDUCATION: 

· North High School, Los Angeles, CA; Diploma. 

· University of Southern California;  B.A., CNTV/English, May 1996
· Sanford Copywriting Excellence Course; Certificate, 2004

SKILLS:
· Excellent copywriter/editor/proofreader
· Windows/Mac; Microsoft Word, Office Suite, WordPerfect, Excel, Outlook, PowerPoint

· 70 wpm, transcription, redlining, proofing

REFERENCES AVAILABLE UPON REQUEST
Use your full legal name, address, contact numbers, and an e-mail address.





Describe the type of job or field you are looking to work in.





Include high school, college, and specialized training.





Include company name, dates of employment, �and the position held. �Be sure to list skills used to perform the position.





Emphasize skills that make you a more desirable candidate.








