Shilpi Suneja

smsuneja@yahoo.com

EDUCATION

North Carolina State University, Raleigh, NC

B.S. in Computer Science May 2003 with a minor in Mathematics
GPA: 3.9

EXPERIENCE

Web & E-mail Marketing Coordinator: Action Against Hunger (ACF), New York, NY

· Web site Design, Maintenance, Development, and Strategy

· Content Management: Updating content, monitoring and tracking site resources; creating landing pages, news sections and reorganizing as needed

· Design: Improving the visual presentation of online assets (stories, articles, etc.)

· Content Production: Working with editor and operations staff to generate stories and news for web site

· Content Management: Implementing Plone 

· Media Production: Developing photo slide shows, video/photo resources, interactive features, rich media, and blog infrastructure

· Strategy: Exploring strategies on how to drive more traffic to ACF's website, such as online advertising, search engine optimization, capitalizing on trends in visitation, and implementing new online initiatives.

· Collaborating with other ACF departments (such as HR, Operations) to discuss site development for their own needs

· Volunteer Management: Working with office volunteers and pro bono consultants to implement new web elements as necessary

· Technical Consultant: Acting as the technical contact for web vendors and consultants; troubleshooting technical issues, working with vendors and pro bono consultants as needed

· Web Metrics: Researching and developing up-to-date metrics for tracking and analyzing key web data

· Email Marketing

· Email Communications: Designing email templates (HTML, plain text) for ACF's newsletters, press releases, field reports, fundraising solicitations, and general announcements (coordinating with editors, copywriters).

· Email Marketing: Designing, testing, publishing, and posting email communications through ACF's suite of online tools.

· Reporting: Compiling monthly data on key email marketing benchmarks.

· Constituent Relationship Management

· Supporting ACF's constituent relationship management efforts, online tools, email list segmentation, etc.

· New Media: Working with Development and Communications staff to identify new web functionalities, technologies, and media for attracting and engaging web users.

· Reporting: Compiling monthly data on key online constituent metrics.

· Graphic Design / Imaging

· Designing and creating graphics, photo images, dynamic banners, and other visual media for use on the website.

· Designing print materials such as flyers, postcards, invites for ACF events

· Brand management in all aspects of online publishing, use of imagery, and graphics.

· Optimizing ACF's photo and image library.

· General Administration

· Responding quickly to urgent requests, managing breaking news on the web, and emergency appeals by email.

· Responding to inquiries from website users, relevant public inquiries, etc.

· Acting as liaison for ACF's International Network on web-related issues (inter-HQ info exchanges; asset sharing, ACF internet collaboratives, the ACF intranet, volunteer-oriented micro-site resources, etc.).

Coordinator of Creative Services: Kennedy Healthcare Recruiting, Inc., Northampton, MA

September 2005 – Present | 35 hrs/wk

· Design

· Creating web and print identity of KHR

· Designing and maintaining KHR website

· Designing law firm (Curran & Berger) website

· Designing brochures and newsletters for KHR and the law firm 

· Providing graphical capabilities to KHR for advertising to nurses and hospitals

· Overseas Recruitment

· Recruiting international nurses

· Assisting nurses with legal and credentialing documents

· Interfacing between nurses and the legal team

· Managing nurse documents

· Technical Support

· Managing office LAN

· Training paralegals and office staff to use web and graphic design software

Instructional Technology Assistant: Learning Technology Service, Distance Education and Learning Technology Applications, North Carolina State University, Raleigh, NC

March 2005 – August 2005 | 30 hrs/wk

· Instructional Design 

· Planned instructional design projects with faculty and staff

· Consulted with faculty and staff to design and produce technology-rich instructional materials including course web sites and other instructional content enhanced with multimedia 
· Consulted on usability and accessibility issues
· Technical Training

· Lead workshops on instructional technologies

· Created instructional resources for custom training and outreach initiatives 

· Technical Support

· Made instructional house calls

· Supported instructional technology and LMS

Web Designer & Writer: ESL Globe Newsletter, North Carolina State University, Raleigh, NC

October 2004 – March 2005 | 20-30 hrs/wk

· Collaborated with editor to write news articles for web

· Designed and maintained newsletter website

· Researched national and local news related to ESL and secondary school education

Application Designer: SciQuest Inc., Morrisville, NC

January 2004 – March 2005 | F/T

· Gathered requirements from the Product Management and Development teams 

· Translated user requirements into narrative HTML pages

· Coordinated design reviews between Product Management and Development teams

· Created and maintained a consistent and user-friendly software application

· Generated HTML prototypes illustrating functional requirements for IT development and sales promotion

· Documented functionality and provided Q/A assistance to production

· Provided web design and maintenance services to the Marketing department

· Provided graphics services to other departments

Instructional Technology Assistant: Learning Technology Service, Distance Education and Learning Technology Applications, North Carolina State University, Raleigh, NC

August 2000 – January 2004 | 15-35 hrs/wk

**Same as above**

NCSU Crafts Center NCSU, Raleigh
Web Designer

February 2003 – October 2003 | 10-20 hrs/week

· Redesigned the NCSU Crafts Center website: worked with the entire staff to create an attractive, comprehensive, usable website

Honeywell Specialty Materials Engineering, Engineering Digitization, Colonial Heights, VA

Summer Intern
May 2002 – August 2002 | F/T

· Converted the Engineering website into an online collaboration environment by using MS Sharepoint Portal Server

· Assisted on and off site content owners (engineers) in using web technologies such as server and web design tools to collaborate to the website

· Contributed to the Digitization Standards by compiling a set of best practices for web design 
· Implemented database replication on the engineering web servers by using MS SQL 2000 web server

Teaching Assistant: Dept. of Computer Science, North Carolina State University, Raleigh, NC
May 2000 – August 2000 | 10-20 hrs/week

· Taught programming and Java language to undergraduates
· Graded programs and maintained course grades for professor
COMPUTER SKILLS

· Languages: Java, PHP, SQL, HTML, CSS, JavaScript

· OS: Windows, Mac, UNIX, Linux

· Applications: MS Office, Visio, Adobe Acrobat, Illustrator, InDesign, Photoshop, Macromedia Dreamweaver, Fireworks, Flash

· Content/Learning Management Systems: Plone, WolfWare, WebCT, Blackboard, Vista
INTERESTS

· Writing

· Reading

· Photography

· Traveling 

PORTFOLIO

http://geocities.com/smsuneja/
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