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Sara Bailey
	Objective
	To obtain a position in a newspaper where I may expand my copy editing, writing and/or pagination skills and experience.

	Experience
	2007-Jan. 2008           The Lincoln Standard Co.
Madison, WV

Copy Editor/reporter

· Copy edited all incoming stories

· Performed page layout and proofing for the whole newspaper

· Wrote feature articles

· Took photographs for my own stories and other assignments

· Responsible for uploading Web site

· Worked closely with managing editors and graphic artists to come up with story ideas and newspaper design

· Familiar with the Mac OSX operating system, AP style and Quark Xpress

	
	2005-present
Old Navy 
Morgantown, WV

Certified Cash Handler

· Responsible for all petty cash and cash deposits

· Consistent in obtaining ONCs

· Lead my team in obtaining ONCs

· Participated in many store promotions such as Christmas Elf and “Best Crowd Pleaser Ever

	
	2001-2005                    Wiseman Construction                    Charleston, WV

Administrative Assistant

· Prepared billings for T&M jobs

· Prepared professional business correspondence

· Answered and directed telephone calls

	Education

	2003-present
West Virginia University
Morgantown, WV

· English, BA

· Minor in Professional Writing and Editing 

· 2nd place Honors in the Professional Writing and Editing Internship exhibit

· Interned for Rock Forge Neighborhood House and wrote job descriptions and their policies and procedures.




