JERRY ANTHONY

12345 Quincy Drive, Cleveland, OH 44106    (216) 555-1234    jerryanthony123@email.com

SUMMARY OF QUALIFICATIONS


●   Experience with grant writing, annual reports, large scale budgets, and strategic planning


●   Possess excellent writing, communication, and research skills across various mediums


●   Skilled in organizing/coordinating large scale events and small group meetings


●   Executive training and research in leadership, management, and organizational behavior

EDUCATION


Cleveland State University, Maxine Levin College of Urban Affairs, Cleveland, OH

Master of Public Administration, 2005

Concentration: Health Care Administration, Long Term Care

The University of Cincinnati, Cincinnati, OH

Bachelor of Arts, Double Major: Political Science and Law and the Liberal Arts, 2003

COURSEWORK


●   Technical Writing



●   Long Term Care


●   State and Local Politics


●   Organizational Behavior


●   Epidemiology




●   Public Finance


●   Sociology of the Aging



●   Medical Care Organizations

COMPUTER SKILLS

Microsoft Office products, including Word, Excel, PowerPoint, Access, Outlook, Adobe Acrobat Reader, MathCad, SPSS, GroupWise, Word Perfect, Internet Explorer, Netscape Navigator 

PROFESSIONAL EXPERIENCE


Cleveland State University, Levin School of Urban Affairs, Cleveland, OH, 2005 - Present


Graduate Assistant, College Budget Office

●   Participate in multi-million dollar budget processes, policies, and procedures

●   Reconcile large-scale budget projects and databases

●   Review requests for purchase, invoices, and other transactions

Cuyahoga County, The Department of Senior and Adult Services, Cleveland, OH, 2004 - 2005

Intern, Office of the Director

●   Evaluated programs designed specifically to serve the frail and vulnerable elderly

●   Collaborated directly with county commissioners, managers, and other administrators

●   Provided support to and worked directly with print, television, and radio media outlets

●   Represented the agency at community outreach events and public information sessions

Johnson and Jackson, L.P.A., Akron, OH, 2003 - 2004

File Reviewer, Social Security Law
●   Indexed and summarized social security documents and medical notes

●   Updated and interacted with clients regarding the status of their claim

●   Worked with a diverse clientele base including: mentally and physically disabled individuals

HONORS AND ACCOMPLISHMENTS

●   University of Cincinnati Endowed Scholarships recipient: Gary Lee Cramer, Jackson Betts

●   Attended the leadership development program, Presidential Classroom, in Washington D.C.

●   Participated in the hands on government preparatory program Buckeye Boys State 
VOLUNTEER/COMMUNITY SERVICE


●   Regular volunteer in the community beautification organization Historic Vermilion

●   Camp instructor for various Vermilion High School baseball camps


●   Involved in the creation of the Terry Goodman Journalism Scholarship available to students


      at Bowling Green State University.  
