MEGHAN CHRISTINE JONES

2386 North Whispering Pines

Flagstaff, Arizona 86004

Cell 480-748-9076

Education:

Bachelors in English
awarded May 2008

Northern Arizona University
Flagstaff, AZ




Major: 
English Creative Writing




GPA:  
3.88 (2004 - 2008)

High School Diploma 
awarded June 2004

Hamilton High School
Chandler, AZ



GPA:  4.2 (2000 – 2004)

Awards/Honors:
Dean’s List at Northern Arizona University (2004-2008)




Full Academic Tuition Waver for Northern Arizona University (awarded 2004)




Mary A. Hill English Scholarship 
(awarded 2007)




Northern Arizona University's Academic Achievement Award (2005-2007)




Who’s Who Among America’s College Students (2005-2007)
First place and honorable mention in poetry of the Curios Southwest Writing Contest: winning entries “For Phoenix” and “A Collection…” (2007)

Published by Destructible Heart Press: Invisible Driveways (2006)
Graduated high school with Highest Honor (2004)
Principal’s List (2000 – 2004)

Highest Honors award of excellence (2002-2004)

Honor Roll  (2000 –2004)

Who’s Who Among American High School Students (2002-2004)

Published, Hamilton High School Literary Magazine (2001-2004)
Job Experience:
Writer Self-Employed May 2007- present

· Completing first novel

· Completing third book of poetry
Creative Writing Intern January 2007- May 2007

W.L. Gore and Associates – Flagstaff, AZ

· Interviewing clients

· Authoring stories about past clients

· Extensive editing for the media department 

Student Worker December 2005- December 2006




Northern Arizona University Student Life Office – Flagstaff, AZ

· Worked with and managed confidential student conduct files
· Answered multi-line phone system
· Basic data entry with computer software system
· Heavy clerical and filing work
· Managed student club files
· Scheduled appointments with various Deans of the college
Legal Assistant September 2005- October 2005




Kaiser, James, and Wilson Law Firm – Flagstaff, AZ

· Prepared legal documents for court dates

· Worked multi-line phone system

· Scheduled appointments with clients

· Managed case files

· Basic data entry in computer software system

· Heavy clerical work
General Assistant August 2004- September 2005




Goldberg and Osborn Law Firm – Flagstaff, AZ

· Managed confidential client case files

· Worked multi-line phone system

· Scheduled appointments with clients

· Heavy clerical work

· Basic data entry using computer software system
Writer  August 2004- August 2006




Sinizine music review magazine – Flagstaff, AZ

· Authored articles on bands

· Wrote reviews on albums

· Interviewed musicians 
Customer Service Representative December 2003 – July 2004




Madison Avenue Day Spa & Salon – Chandler, AZ

· Worked multi-line telephone system

· Assisted customers

· Handled cash and credit sales; audit register 

· Scheduled appointments using computer software system

· Light clerical work
Day Care Associate January 2003-November 2003     

Hamilton High Daycare - Chandler, AZ

· Cared for children (3 months to 4 years) 

· Maintained care facility

· Clerical work 

Skills:

Microsoft Office, Excel, Powerpoint, Outlook, Mac and PC literate

Excellent knowledge of a variety of calendar programs 




High proficiency of American Sign Language—2.5 years experience

Use of multi-line phone system

Excellent multi-tasking skills

Typing 60 wpm 

Filing and general clerical work

Volunteer 

Activities:

NORAZ Poets

   (2004-present)

Flagstaff Youth Project
   (2004-2006)

Arizona Adopt-A-Greyhound (1999-2007)




Habitat for Humanity 
   (2001-2004)

References:
Art Farmer, previous employer


(928) 523-5181

Ken Sheffield, previous employer
           

 (928) 773-7771

Lee Nation, previous employer


(928) 773-9599




Adam Rubinstein, publisher


(505) 730-8726






Christopher Lane, executive director of 

(928) 300-3848

NORAZ poets

 

Dan Crawley, English Professor at

(928) 523-7712 

Northern Arizona University

