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Senior Graphic Designer/Publication Production Specialist

With more than 15 years experience in the field, I design covers, books, booklets, newsletters, reports, web banners and graphics. Also, I am expert in design, layout, typesetting, and transcription for any printed material; and coordination of production with print vendors. I am interested in part-time opportunities with progressive organizations.

EXPERIENCE
10/06-4/09: United States Institute of Peace (USIP), Washington, DC—Graphic Designer/Production Coordinator (under contract of Editorial Experts, Inc. (EEI)).

Working with authors, editors, designers, print vendors, and marketers, I gained mastery in book design and production, publishing bound and paperback books from manuscript to delivery for print and online media. 

· Designed, developed templates, style sheets, performed layout and photo editing for books, booklets, reports, brochures, catalogs, and other print materials.

· Prepared files for print, web, and archiving.
· Coordinated with vendors to obtain price quotes, and ensure that printing and bindery was done within budget and on time to specifications.  Checked proofs and bluelines for quality.
· Maintained and developed production database to track progress of work from production to delivery.

1/05-10/06: Freelance 

· Provided online services to small non-profits: design banners, newsletters, PowerPoint presentations, member cards, labels, invitations, logos, and web graphics.  Clients include 2nd Chance 4 Pets and AnimalKind.

· Published a 50-page WWII memoir from transcription and design, to final print production. 

· On-site assignments through EEI, Randstad, Synerfac, and The Creative Group (DC area staffing agencies):
· Performed photo editing and layout for biweekly newspaper at American Association for Community Colleges.

· Produced PowerPoint presentation, proposals, and brochure at Beyer Blinder Belle Architects & Planning LLP.

· Produced newsletters, brochures, ads, and web graphics at a large legal firm, Wiley Rein & Fielding LLP.

· Published four-volume proposal to NASA for INFONETIC, a government contracting organization.

· Redesigned, wrote articles, edited and formatted newsletters, brochures and booklet for Management Alternatives, an office relocation company.

· Copyedited at the Close Up Foundation, an organization that sponsors civics education programs.

· Formatted book of agricultural photographs for Design Fish, a small design studio.
· Wrote article reviews at MDLinx for an online newsletter targeted to pharmaceutical consumers.

· Edited web sites; selected, designed, and edited photos and graphics; assisted with research; and produced news releases for Neighborworks America, a nonprofit organization committed to affordable housing.   

· Updated websites and database; and produced e-vites, press releases and newsletters for web and e-mail at the Greater Washington Board of Trade.

· Formatted HUD case studies at Exceed Corporation.

· Formatted and produced proposals, technical reports, manuals, and brochures at Wyle Laboratories, Aeronautic Acoustics division.
· Produced presentation and marketing materials for IKON, a contractor at AOL headquarters.
8/95-12/04: Democratic Policy Committee, U.S. Senate, Washington, DC—Graphic Designer/Publications Specialist

· Created charts, graphs and banners for the Senate Floor and special events.

· Provided creative services to internal clients (Senate staffers), designing booklets, brochures, newsletters, flyers, and other printed products, as well as web banners and graphics.

· Researched and created materials for biannual issues conferences, conventions and other special events. 

· Led an assembly team to produce conference binders and press packs.

· Edited and produced legislative publications such as reports, fact sheets, and talking points for Senators’ use in press conferences, hearings and on the Senate Floor, and uploaded them to the intranet. 

· Was responsible for design and layout templates of documents.

· Created letterheads and maintained their inventory.

· Coordinated with in-house service bureau, print shop and GPO to ensure that printing, binding and chart mounting was done within budget and on time to specifications.  Checked proofs for quality.  

· Edited, printed, and uploaded Senate votes to intranet and disseminated hard copies by internal mail. 

· Researched, edited and produced an e-mail report on legislative activities, POTUS/FLOTUS schedules, and economic indicators for 500+ subscribers. 

· Established ChartWeb, an intranet site to display and monitor charts, allowing Senators’ staff to view, print, and order blow-ups.  This site was updated weekly.

· Produced a weekly catalogue, DPC Floor Charts.
· Published annual indexed bound books of 1) all charts produced; and 2) all Senate Floor votes.

Edited and published the DPC Weekly Report, writing up Senate Floor schedules, hearings, and DPC documents published, as well as gathering submissions from other departments.

EDUCATION


· 2009: EEI Communications–Adobe InDesign CS3 Master Class for Designers

· 2005: Robert Half International Skillport E-Learning (provided by The Creative Group)–online professional development and computer training simulations 

· 1995-2004: United States Senate Senate legislative seminars; editing and computer training workshops

· 1991-1992: USDA Graduate School, Washington, DC–Graphic Arts Certificate

· 1988-1991: University College/University of Maryland, College Park, MD–B.A. in Studio Art, 
Cum Laude, G.P.A. 3.76, Phi Kappa Phi Honor Society–Chapter 22


