Danyn G. Oakes

1535 30th Avenue

San Francisco CA 94122

(541) 740-6299

danyn.oakes@gmail.com


Education

Bachelor of Arts in English and Writing, March 2008

Southern Oregon University, Ashland, OR

· Concentration: Writing

· Minor: Applied Multimedia

· Cumulative G.P.A. 3.37

· Dean’s List: Spring 2003, Fall 2004, Winter 2005, Fall 2005, Winter 2006, Fall 2006, Winter 2007, Spring 2007, Fall 2007

Experience

Student Manager, 2002 – 2008

Stevenson Union Physical Plant, Ashland, OR

· Provided administrative support to supervisors, including scheduling meetings, preparing correspondence, taking dictation, filing, copying, answering phones

· Designed recruitment flyers and posters using Microsoft Word

· Created, edited, proofed and maintained employee training manual

· Managed use of time in order to meet nightly deadlines

· Coordinated and supervised crew of six people

· Interviewed, hired, trained, and disciplined employees

Orientation Leader, fall 2006

Southern Oregon University, Ashland, OR

· Taught new students how to locate and use campus resources

· Helped students choose classes, plan schedules, and network socially

· Encouraged students to participate in campus activities and leadership opportunities

Cashier, summers 2003 and 2004

S&K Variety Store, Brookings-Harbor, OR

· Provided cheerful and energetic customer service

Computer Skills

· Proficient with Adobe Photoshop CE, Adobe Illustrator CE, Macromedia Dreamweaver 8, Macromedia Flash 8, Macromedia Director MX 2004, Microsoft Word, Excel, Outlook, and Powerpoint 2000. Type 60+ wpm.

