Jessica Jones

12345 Main Street, Cleveland, OH 44109  (333) 555-7777   jessica.jones@unknownemail.com



OBJECTIVE

Seeking an opportunity in the nonprofit sector where I can use my education, professional skills and experience to enhance the operations of the organization.

EDUCATION

Cleveland State University, Maxine Goodman Levin College of Urban Affairs

Bachelor of Arts in Urban Services Administration, GPA 3.5

December 2006

COURSEWORK

	· Proposal Writing and Development
	· Budgeting and Policy Analysis 

	· Urban Policy 
	· Contemporary Urban Issues

	· Management of Urban Organizations 
	· Institutional Development of Nonprofits


PROJECTS/RESEARCH

· Researched and analyzed why the Food and Drug Administration should be allowed to regulate the tobacco industry

· Coordinated a fundraiser and educational community event at the Metropark Nature Preserve, Cleveland, Ohio

EXPERIENCE

Everyday Animal Sanctuary, Canton, OH 




Summer 2006

Summer Intern 

· Assisted in daily operations and budget maintenance 

· Participated in board meetings; helped plan and coordinate annual fundraiser

· Attended The Critter Care Conference in New York to gain knowledge of fundraising techniques, shelter operations and membership retention for farm sanctuaries

Happy Times Child Care Center, Cleveland, OH  



Summer 2005

Toddler Teacher

· Developed and implemented proper weekly lesson plans for young children

Anytown City Schools, Central Intermediate School, Anytown, Ohio
2003-2005

Lunchroom/Playground Aide


· Created safe and secure surroundings for children 

Highway Parts, Cleveland, OH





1999-2002

Accounts Payable/Receivable, Delivery






· Analyzed and administered general office funds

· Delivered and inventoried products

COMPUTER SKILLS

Microsoft Office Products, including Word, Excel, PowerPoint, Publisher, Works, Access, Outlook, Adobe Acrobat Reader, Internet Applications 

VOLUNTEER/COMMUNTIY SERVICE

· Ohio Division of Wildlife- Ohio Wildlife Rehabilitators Association Seminar
· Anytown Community Center- assistance in art outreach program

· Independent assistance to local wildlife rehabilitators 

