Amber Partin

2567 Marsh Ave. Apt. A Cincinnati, OH  45212  513-673-7186

amber_partin@hotmail.com



EDUCATION: 

     University of Cincinnati

Cincinnati, OH

     McMicken College of Arts and Sciences

     Bachelor of Arts in Communication



Expected 06/2011


· Experienced in Excel, Indesign, File MakerPro 10, and internet research
· Financing 100% of expenses and 75% of tuition
· Learning to be conversant in Spanish

     Shawnee State University
Portsmouth, OH

     Major of Arts in English





08/2007 – 05/2009
WORK EXPERIENCE:

     University Conferencing

Cincinnati, OH
     Conference Assistant





10/2009-Present

· Create authoritative presence in communicating with diverse clientele which includes medical, academic, and diverse personnel     

· Enter registrations in database, prepare nametags, packets, and evaluations
· Generate mailing lists, filing system, mass mailings and signs for conferences, process ingoing and outgoing mail
· Manage conference budgets as much as $200,000.00 at the end of each conference
· Travel out of state and to Greater Cincinnati areas assisting at conferences and helping client needs
     Clark Memorial Library

Portsmouth, OH
     Library Technical Services Student Employee


01/2008-05/2009

· Maintained data, statistical distributions for periodicals on Excel
· Oversaw periodicals, serials, microfiche, microfilm, and enhanced shelving displays by creating new book sleeves

· Catalogued in the Curriculum Materials Center

ACTIVITIES:
· Volunteer for the Greater Cincinnati Kidney Foundation
2010-
· The Chronicle: wrote for the SSU weekly newspaper

2008-2009
· Shawnee State Women’s Tennis Team member


2007-2008
· WBHS Western Weekly: Writer, Editor, Reporter, and Anchor
2005-2007
· Sunday School Bus Helper: Mt. Orab Bible Baptist Church
2005-2007

· Western Brown Pee-Wee Cheerleading Coach


2005-2007

· Southern Ohio summer youth softball umpire


2005-2006

References available upon request
Amber Partin

2567 Marsh Ave. Apt. A Cincinnati, OH  45212  513-673-7186

amber_partin@hotmail.com



REFERENCES

Mrs. Carol Boyd

Executive Staff Assistant

University Conferencing

51 Goodman Drive

Suite 200

PO Box 210031

Cincinnati, OH 45221-0031

(513) 558-1810

Carol.boyd@uc.edu
Mr. Jim Bayes

Library Serials Clerk

Clark Memorial Library

Shawnee State University

940 Second Street

Portsmouth, OH 45662

(740) 351-3214

jbayes@shawnee.edu
Katy Roberto-Marston

Program Manager

University Conferencing

51 Goodman Drive

Suite 200

PO Box 210031

Cincinnati, OH  45221-0031

(513) 558-1810

Katy.roberto@uc.edu
