


  J A N E    D O E   
4747 S. Helper Road ▪ Mental Health City, Utah 84214 ▪  801.111.0107  ▪   janedoe@email.com


SUMMARY QUALIFICATIONS
· Twenty six years management experience

· Fundraising (awarded over $800,000 in grants and contributions)  

· Ability to quickly reduce costs and increase profits

· Extensive event planning (over 500 conferences, workshops and/or promotions) 

· Skilled public speaker with professional presentation experience

· Board, committee, staff training and management

· Lobbying experience

· Twenty six years working with not-for-profit organizations  

PROFESSIONAL WORK EXPERIENCE

Executive Director













1998 - Present  
Budget development, profit forecasting, special event planning, media and community relations, press releases, marketing, member recruitment and retention, strategic plan implementation for 5000 members, legislative forums, lobbying, staff hiring and management, publication design and editing, fundraising, volunteer recruitment and coordination for approximately 600 volunteer leaders

Key Accomplishments 

· Significantly cut spending while increasing services

· Increased overall membership by 10% annually
· Organized over 500 classes   

· Increased overall revenue by 10% annually
· Developed the organization’s first online education program 

· Key spokesperson for organization in the media and at the legislature

· Facilitated filing of State Senate Bills
Director of Public Relations and Customer Service Supervisor 
  




1998 - 1992 

Budget development, grant writing, press conference planning, press releases, marketing, Website design and management, publication designs, employee supervision and training

Key Accomplishments 

· Established relationships with key leaders in the media

· Met with over 140 bank executives to establish contribution and support program

· Awarded over $500,000 in grants and contributions 

· Managed Customer Relations department with 40 employees
SUMMARY OF COMPUTER SKILLS

Microsoft Office Programs (i.e.  Word, Excel, Publisher, Outlook, Access), Adobe (i.e. Photoshop, Illustrator, Dreamweaver), CMS
EDUCATIONAL EXPERIENCE

Neuropharmacology Honors Research and Follow-up, Co-Author
 



1987 – 1992
Co-designed and conducted an original project investigating the effect of dopamine receptor blockade in the amygdala on cocaine-induced locomotion and conditioned place preference 

Honors and Awards

Dean’s List (Harvard), Harvard Regents Scholarship, Knights Academic Scholarship, Honor’s Program, Harvard’s Social Work Student of the Year  

Education

· MBA – Harvard (3.8 G.P.A.)
· B.A. - Psychology, Stanford, (3.7 G.P.A.)
· Certification in Business Ethics (University of New Mexico)
PROFESSIONAL MEMBERSHIPS 

· National Ethics Association
· Social Work Association

· Global Leaders Association
 

