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SUMMARY


Goal-oriented, conscientious English graduate with highly developed grammar and editing skills, two years’ 

tutoring experience, in-depth research training, accomplished administrative skills, computer proficiency, and university activity involvement.

EDUCATION


Pepperdine University



Malibu, California


1999-2002

· Graduation date April, 2002, Bachelor of Arts, English, GPA 3.83. Magna cum laude.

· Graduation accomplished in three years.

EXPERIENCE


Proposal Writer




Lake Forest, California

06/03-present
Freelance Editor




Irvine, California


09/01-present

Administrative Assistant



Mission Viejo, California

04/02-05/03

Grading Assistant




Malibu, California


01/02-04/02

Intern and Tutor, Writing Center


Malibu, California


09/00-04/02

Research Assistant




Malibu, California


05/01

Webmaster & Office Assistant


Malibu, California


05/01

UNIVERSITY HONORS & AWARDS


· Dean’s List


· Dean’s Scholarship

· Music Scholarship


· Sigma Tau Delta member (English Honor Society)



· “National Dean’s List” honoree


· “Who’s Who Among American College Students” honoree


UNIVERSITY ACTIVITIES


· Pepperdine Community Symphony member


· Flute and piccolo player in five Pepperdine Theatre musical and opera productions

· Pepperdine Student Alumni Organization member




· Flute lessons/recitals

· “Time to Read” tutor

