Jack Sprat

456 7th Ave. #A ~ Los Angeles, CA 90000 ~ (310) 345-3453 ~ email@website.com

OBJECTIVE

To obtain a communications internship with the entertainment industry 

EDUCATION

Loyola Marymount University, Los Angeles, CA




         May 2010
Bachelor of Arts, Communications

RELATED COURSEWORK

· Business and Professional Communications

· Introduction to Research in Communication Studies

· Political Communication

· Intercultural Communication

EXPERIENCE

Writer, Loyolan Student Newspaper



         Spring 2008 to Present

Loyola Marymount University, Los Angeles, CA

· Write and edit weekly newspaper articles

· Research current events and relevant topics pertaining to college students

· Communicate with fellow writers, editors and co-workers to keep up-to-date on the university calendar and make deadlines for the paper

· Assist in layout of the newspaper using Quark

Special Projects Assistant






  Summer 2008
City Of Los Angeles, Los Angeles, CA                                                        

· Assisted with a variety of projects for various city departments

· Researched history and archived materials for retirement event

· Administrative duties, answered phones, mass mailings, filing and sorting documents

Administrative Assistant 






  Summer 2007
The Private Consulting Group, Santa Clara, CA

             

· Assisted in financial planning for high-profile clientele

· Maintained current database of all current, new and potential clients

· Handled clerical duties of office: answered phones, filed, organized PowerPoint presentations

COMPUTER SKILLS

Microsoft Word, Excel, PowerPoint, Quark, Photoshop

VOLUNTEER WORK and PROFESSIONAL ASSOCIATIONS

Special Games hosted by Loyola Marymount University
American Society of Newspaper Editors
