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Professional Objective


A dedicated Undergraduate student seeking a full-time position with a public relations agency that will allow me to exercise my interpersonal, creativity and event management skills.

Summary of Qualifications


· Creative professional with expertise in all aspects of successful event and program planning
· Ability to effectively collaborate in a team setting and work independently
· Strong attention to detail, problem-solving and follow-through capabilities
· Demonstrated written and oral communication skills
· Proficient in Access, Excel, PowerPoint, and Outlook
· Advanced knowledge of Adobe Photoshop
Education


	University of Guelph-Humber
	Toronto, Ontario

	University of Guelph
	2010- Present

	
	


· Honours Bachelor of Applied Arts
· Diploma in Media Communications, with an emphasis in Public Relations
Work Experience


Sports Today Magazine

Public Relations Intern



Mississauga, Ontario

May 2012-August 2012 (Summer Position)

· Contacted journalists and members of the press to pitch story ideas and creative concepts
· Prioritized and coordinated multiple assignments including press releases, media advisories and media kits
· Assisted with the planning and implementation of various social media and marketing initiatives
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	Grayrock Communications Inc.
	Toronto, Ontario

	Marketing and Communications Assistant
	September 2011- April 2012


· Assisted the President, Creative Director and sales force of 7 in developing targeted messages to promote the company’s services
· Contributed ideas during meetings and translated concepts into written materials such as brochures, advertisements and creative designs
· Entered and updated all contact profiles into spreadsheets for up to 500 clients
Canadian Cancer Society

Fundraising and Event Assistant



Toronto, Ontario

October 2010- August 2011

· Maintained inventory of supplies and prepared fundraising and event materials
· Assisted with the Daffodil Campaign and Relay for Life event
· Collected, coordinated and developed fundraising data and reports for fundraising events
Volunteer Experience


Habitat for Humanity
Toronto, Ontario

Office Volunteer
October 2011- November 2011

· Assisted with data entry
· Updated information on the Habitat for Humanity website such as blogs and newsletters
· Responsible for administrative duties such as faxing, filing, and printing
Certifications


•
Adobe Photoshop Professional Certificate
Toronto, Ontario, 2012

Accomplishments and Awards


•

•



University of Guelph-Humber Student Leadership Scholarship University of Guelph-Humber Merit Entrance Scholarship



Toronto, Ontario, 2012 Toronto, Ontario, 2010

Sample Mass Media Resume


MELANIE SMITH


123 Clinton Street  •  Arkadelphia, AR 71923  •  Cell: (870) 123-7991  • melaniesmith@yahoo.com

OBJECTIVE
To contribute to the success and future of an organization dedicated

to community through organizational internal and external publications reporting its current services and future plans.

SUMMARY

EDUCATION



· Proficient in MS Office, Windows XP and the Internet.

· Knowledgeable in Quark Xpress and Adobe Photoshop.

· Thoroughly enjoy coordinating and managing projects.

· Energetic and highly effective leader and team member.

· Excellent at follow-up and detail, extremely dependable.

· Four years’ experience as assistant wedding planner and event coordinator.

· Exceptional communication, presentation and interpersonal skills.

B.A. in Mass Media, minor in Communications, December 2004 Henderson State University, Arkadelphia, AR

EMPLOYMENT HISTORY

07/04-12/04
Internship, Department of Human Services, Little Rock, Arkansas

· Contributed articles to four issues of DHS Today.
· Drafted quotes for division directors for press releases.
· Wrote press releases, marketing plans and articles for legislative brochure.

· Designed DHS Community Caring Conferences (CCC) Power Point presentation used at two conferences to provide current agency statistics and future plans for DHS and employees.

· Created agendas and conference evaluation surveys for DHS CCC – employee conferences.

· Attended CCC conferences, prepared visual aides, greeted, registered, and supplied employees with agenda/survey and operated Power Point and visual aides during Director speeches.

· Compiled percentages from employee conference evaluations and recorded employee evaluation comments reviewed by DHS Division Directors.

02/01-12/04
Writer, Henderson State University, Arkadelphia, AR

· Wrote articles for the college student newspaper, The Oracle.

· Wrote and copyedited articles and pictures for the college student yearbook, The Star.

· Worked with fellow students to produce a spring activity spread for The Oracle.

· Copyedited articles for the college alumni magazine, Forge.

