MICHELLE A. JONES

422 Powhatan Avenue, Apt. B3

Norfolk, Virginia 23598

757-555-4550

jtj001@virginia.edu
________________________________________________________________________________

Objective: 
To obtain a position in the publishing field utilizing skills in writing, editing, and communications.

EDUCATION

University of Virginia, Charlottesville, Virginia.



May 2008
B.A., English, concentration Professional Writing, 

Overall GPA: 3.1; Major GPA: 3.5.

Related coursework: Feature Story Writing; Technical Editing; Advanced composition
John Marshall Community College, Danville, VA



May 2006
A.A., Liberal Arts.
RELATED EXPERIENCE
Editorial Intern, Howell Press, Charlottesville, VA
 


Spring 2008-present
Full-time position supervised by Chief Editor. Proofread copies for accurateness. Make suggestive changes. Demonstrate familiarity with approved publications style. Perform various marketing and sales duties.
Student Editor, Cavalier Daily, Charlottesville, VA



Fall 2007-present

Help run daily operation of the UVA student newspaper, circulation to nearly 20,000 students, faculty and staff. Proofread accuracy of features. Select articles for publication. 

Human Resources Intern, Daily Press, Newport News, VA


Summer 2007


Provided administrative support. Scheduled and coordinated applicant screenings, interviews, and reference checks. Assisted with placement of employment ads. Supervise Career Posting Program, which posts job openings for unemployed members of community. Maintained confidential information for supervisor. Helped with special projects as needed.

Student Intern, John Marshall Newspaper, Danville, VA


Fall 2005 - Spring 2006
Oversaw the day-to-day operation of the school paper including a 10-member staff; proofread for accurateness; selected articles to run.
ACTIVITIES

Vice President, Caribbean Students Association, Charlottesville, VA
Fall 2006-present
Oversee group of 65 members and organize monthly programs on Caribbean cuisine, culture, and travel.


Member, Golden Key National Honor Society



Spring 2007-present
SKILLS

Computer: MS Word; WordPerfect 8.0; MS Excel; Lotus 1-2-3 4.5; Photoshop.

Language: Knowledge of basic conversational and written Spanish
