Amanda Knight
123-456-789 | amanda.knight5@mga.edu | Warner Robins, GA

PROFILE
A writer passionate about understanding the user experience, forging relationships, and translating complex processes into audience-focused documentation.

EDUCATION
Master of Arts, Technical and Professional Writing, Expected May 2025 (GPA: 3.90/4.0)
Middle Georgia State University, Macon, GA

Bachelor of Arts, English, May 2023 (GPA: 3.75/4.0)
Middle Georgia State University, Macon, GA

WORK EXPERIENCE
Program Coordinator
Unit within company, Company, May 2024-Present
· Manage and document an institutional $750,000 research awards program with 600 annual applications
· Write and maintain two role-specific administrative user instruction manuals for an awards application system
· Redesigned and streamlined an existing procedural document from 50- pages to 25-pages, increasing readability and ease of use
· Consult and build relationships with IT specialists and project managers to ensure documentation accuracy

Communications and Events Coordinator
Company, June 2022- December 2023
· Wrote, edited, and proofread government grant proposals and reports, adjusting tone as needed depending on the audience
· Produced a user guide for coordinating an awards process and website
· Developed marketing copy for email campaigns and blog posts
· Coordinated a two-day conference and awards gala with 150 attendees, 15 guest speakers, and 20 awards

Program Assistant (Internship)
Unit within company, Company, January 2022-May 2022
· Developed systems documentation and an instruction manual to enhance internal training processes
· Designed 12 student volunteer learning modules
 
ACHIEVEMENTS
· Published short story, title1, in publication1
· Published short story, title2, in publication2
· Outstanding Academic Achievement in the Bachelor of English Award (Year)
· Dean's List (Semesters)
· Achieved a Concentration in Creative Writing
 
SKILLS
· Writing, editing, and proofreading
· Oral presentation
· Project management
· Organization
· Microsoft Office Suite
· Camtasia video recorder and editor
· Adobe Photoshop
· HTML and CSS
· JavaScript 
· Git 

