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SOCIAL MEDIA MANAGER
Champion of social media tools and technologies, with a track record of creating and implementing successful social media programs. Keep up-to-date with constantly evolving technologies in online social networking, the blogosphere, search tools and Web 2.0, and work closely with clients to create innovative, effective campaigns.
List of Tools
· Blogger
· WordPress
· TypePad
· Six Apart
· Live Writer
· Podcasting/Audacity
· FeedBlitz
· LinkedIn
· Facebook
· MySpace
· Flickr
· Twitter
· Ning
· HTML/HTML editors
· YouTube
· Digg
· del.icio.us
· StumbleUpon
· Technorati
· reddit
· Google
· Camtasia
· Help a Reporter Out 
· PitchEngine
· ReportingOn
· Twellow
· Wikipedia
· Second Life
Experience
XYZ ASSOCIATES, Sometown, NY— PR firm serving small businesses in the greater NY area
Social Media Manager Sometown, NY  2008 to Present
Partner with some of the most well-known technology companies in New York City to design and execute social media strategies that meet client objectives. 
· Develop and manage online marketing campaigns for ABC Co., DEF Co., GHI Co. and JKL Co., effectively driving brand awareness, engagement and traffic to social media pages.
· Achieve a strong, visible social media presence and develop concepts with viral potential. Continuously monitor online public relations and ensure the success of client programs.
· Assess social media marketing strategies to determine rate of return. Identify and tap into new channels to optimize ROI and fuel revenue growth.
· Place stories in BusinessWeek, Wired News, Computerworld and other key news outlets. Ensure placement in social content Web sites such as Digg, StumbleUpon, etc.
· Build a strong base of repeat business and serve as the #1 requested IT consultant.
Action Group, Sometown, NY— Full-service ad agency
Social Media Manager Senior Account Executive / Junior AE, 2005 to 2008
Promoted to senior AE role, overseeing licensee management for Top Broadcasting Co. Drove a 100% increase in revenue within three years, resulting in annual retail sales of $80M.
Education
ABC University, Sometown, NY 
BA in Marketing, 2004
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Entry-Level Administrative Assistant
	Profile

	
	Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

	Education

	
	ABC school — Sometown, NY

	
	Relevant Courses:

· Project Management for Executive Assistants

· MS Office for Professional Staff

· Electronic Presentations for Business Professionals 

· Keyboarding and Document Formatting

· Communication Skills for Executive Assistants 

· Finance for the Non-Financial Manager 

· Professional Office Procedures

	
	Professional Development:

· Microsoft Office Specialist (MOS), 2007

	Key Skills

	
	Office Skills:
	Office Management

Records Management 

Database Administration


	Spreadsheets/Reports

Event Management

Calendaring


	Front-Desk Reception

Executive Support

Travel Coordination



	
	Computer Skills:
	MS Word

MS Excel

MS PowerPoint
	MS Outlook

MS Access

MS Project
	MS Publisher

FileMaker Pro

Windows

	Experience

	
	ABC school — Sometown, NY
	Assistant / Practicum, 2007 to 2008

	
	Handled multifaceted clerical tasks (e.g., data entry, filing, records management and billing) as the assistant to the registrar and admissions offices. Coordinated travel arrangements, maintained database and ensured the delivery of premium service to students. Quickly became a trusted assistant known for “can-do” attitude, flexibility and high-quality work. 

Highlights:

	
	· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new students. Established strong relationships to gain support and effectively achieve results. 
· Helped coordinate dozens of recruitment events (average of 12 large gatherings per year) that contributed to consistently high enrollment levels.
· Entrusted to manage office in the supervisor’s absence. Provided timely, courteous and knowledgeable response to information requests; screened and transferred calls; and prepared official school correspondence.
· Co-developed comprehensive, 60-page training manual that enabled faster ramp-up for newly hired support staff.

· Developed innovative PowerPoint presentation used by the Office of Admissions to market executive support programs to potential students.

· Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service.
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DESIRED JOB TITLE

Professional Summary

	Resume Search Keyword • Resume Search Keyword • Resume Search Keyword • Resume Search Keyword

	Resume Search Keyword • Resume Search Keyword • Resume Search Keyword • Resume Search Keyword

	Resume Search Keyword • Resume Search Keyword • Resume Search Keyword • Resume Search Keyword


PROFESSIONAL EXPERIENCE

Company Name • Company City, Company State Zip Code• Dates of Employment

Company Description – Include a brief description of the company here. 

Position Held

Position Description – Provide a description of your duties in this position in paragraph format.

· List Accomplishments

· List Accomplishments

· List Accomplishments

Company Name • Company City, Company State Zip Code• Dates of Employment

Company Description – Include a brief description of the company here. 

Position Held

Position Description – Provide a description of your duties in this position in paragraph format.

· List Accomplishments

· List Accomplishments

· List Accomplishments 

Company Name • Company City, Company State Zip Code• Dates of Employment

Company Description – Include a brief description of the company here. 

Position Held

Position Description – Provide a description of your duties in this position in paragraph format.

· List Accomplishments

· List Accomplishments

· List Accomplishments

EDUCATION

Degree, Specialty, School Name, School City, School State

	Your Name
	Address,  City, State  Zip

Phone Number

Email address@example.com


Professional Profile

Career Objective 

Include a sentence or two with your career objectives here.

Personal Profile 

Include a brief paragraph about yourself and career history including your professional and personal profile as it relates to the job you are seeking. 

Skills Summary 
	· Career skills

· Career skills 

· Career skills
	· Career skills

· Career skills 

· Career skills


Professional Experience 

Primary Functional Expertise

· Describe functional expertise as it relates to your current or former job experiences.

· Detail

· Detail

· Describe functional expertise as it relates to your current or former job experiences.

· Detail

· Detail

· Describe functional expertise as it relates to your current or former job experiences.

· Detail

· Detail

Secondary Functional Expertise 

· Describe functional expertise as it relates to your current or former job experiences.

· Detail

· Describe functional expertise as it relates to your current or former job experiences.

· Detail

· Describe functional expertise as it relates to your current or former job experiences.

· Detail

Additional Functional Expertise 

· Describe functional expertise as it relates to your current or former job experiences.

· Describe functional expertise as it relates to your current or former job experiences.

· Describe functional expertise as it relates to your current or former job experiences.

Education 

School name – City, State
Degree, year


School name – City, State
Degree, year



