John Doe
202 Oak Ridge Lane

Indianapolis, Indiana 47804

(888) 555-1234    


Advertising Public Relations

Interested in the position of a Public Relation Specialist where I can make use of my knowledge to meet the goals and objectives of the company
Summary of Qualifications
	       8 years experience
	       Developing
	       implementing

	       Commercial
	       plans
	       policies

	       Creativity
	       initiative
	       Detail oriented

	       judgment skills
	       self-confidence
	       software applications

	       presentations
	       Clean and neat work habits




Professional Experience

Holder Media, Indianapolis, IN.                                                              2006 - Present

Public Relation Specialist 

· Responsibilities of planning, developing and implementing media plans for the organization.
· Worked with Media Relations department to develop strategies and plans for clients. 

· Communicated with staff to ensure clear communication message. 

· Created press releases and contact people in the media responsible for printing or broadcasting the material. 

· Evaluated as well as reviewed public relations guidelines.

· Served as centre of contact for reporting projects with problems that need resolved.

Communications Inc. Indianapolis, IN.                                                                      2003 - 2006

Assistant Public Relation Specialist
· Assigned the responsibilities of preparing press releases for various organizations. 

· Handled the tasks of arranging and conducting programs to keep up contact between the public and organization representatives. 

· Performed the responsibilities of preparing annual reports and writing proposals for various projects. 

· Handled the tasks of planning conventions and representing employers at community projects. 

· Assigned the tasks of preparing visual presentations for meetings and conferences. 
Education and Professional Training
Bachelor's degree in Public Relation Management 

ISU Indian State University 2003

Go to:    http://www.resumes-cover-letters-jobs.com[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]


[image: image6.png]



[image: image7.png]


