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ADMINISTRATIVE EXPERIENCE

2007-08 
Current Consultant

The Center for Arts Education New York, NY
Communications Consultant: assisting with Communications tasks; writing
feature stories for CAE’s Monthly Publication and the Inter-office site/ Intranet;
data entry; mailing lists; mailings;
Interdepartmental Consultant:  Working with Executive Assistant: Research &
Planning: Principals Institute Grant-writing workshop;  Programs Department:
data entry for mailing lists and primary database; Communications: monthly
Intranet Employee article

2006-07       Outreach Director & Adjunct Faculty San Francisco, Ca
  Experimental Performance Institute (EPI), New College of California

Managed overall recruitment (including marketing and publicity, web updates)
for BA and MA/MFA programs (EPI); Created, and maintained Community
Partnerships; Created foundational Recruitment Database; Attended Staff, Faculty
& Steering Committee meetings and contributed to overall organizational
visioning; Created EPI/NCOC development plan in collaboration with New College
Development Director; Taught BA and MA/MFA students, Centering Practices
(movement and theater training course).

2006 Capital Campaign Fundraising Consultant
Tara Performing Arts High School Boulder, Co
Developed short and long term Capital Campaign fundraising strategy, in
collaboration with Capital Campaign Development Specialist and Capital
Campaign Committee; Researched and Developed potential funder list; Initiatied
contact and dialogue with various foundation program officers; Assisted in
planning fundraising events; Strategized on Campaign Marketing and Publicity
tactics including website.

2005-2006 Marketing and Publicity Coordinator Boulder, Co
 MFA Theater: Contemporary Performance Program, Naropa University, 

Created general department publicity; Coordinated communications between
University Marketing Department and MFA Department; Advised students in self-
promotion of theater work; Created publicity packets and timelines per project;
gathered website updates and communicated with University Web Team.

2003-2004 Fundraising Consultant/Grantwriter
Keith Hennessy / CIRCO ZERO
Co-wrote several successful grants with Mr. Hennessy, for his company’s
circus/performance events. San Francisco, Ca
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2001-2003 Co-founder, Administrative Manager, Movement-theater faculty:
Experimental Performance Institute (EPI), at New College of California

San Francisco, Ca
Administered newly developing program within New College of California;
Managed budgets and contracts between EPI and New College; Facilitated
program meetings; Long-term strategic planning for program; Managed
program’s relationship with a team of business consultants (Business Volunteers
for the Arts); Co-planned curricula; Co-produced founding gala event;  Taught
movement/theater courses; Co-taught Arts Administration course

2001-03 Instructor: Grant Writing Workshops Bay Area, Ca
@ Media Alliance, SF; Works, San Jose and other Bay Area locales.

2001-02  Site Coordinator San Francisco, Ca
Dancers’ Group Summer/Winter Dance Intensives
Managed workshop registration; Maintained Housing arrangements and overall
communications with students; Managed on-site box-office; Transported
international artists/teachers; Maintained dance studio’s and on-site work-
exchange students; Coordinated Receptions.

2001 Administrative Manager  San Francisco, Ca
  Epiphany Productions: artistic director, Kim Epifano

Administrated dance-theater company; Wrote grants and fundraised; Participated in
long-term strategizing with Artistic Director and Advisory Board; Maintained filing
system; Managed publicity/marketing materials; Facilitated board meetings;
Organized pre-production receptions and fundraising/audience development events.

2000-01 Co-producer, Publicity, Fundraising
Angus Balbernie/ 1000GreyBirds, SF Residencies San Francisco, Ca
Co-produced two performance residencies and workshops (one per year) for
European-based dance-theater director Angus Balbernie, with Venue 9 (theater)
and several other collaborators.  Fundraised through grant-writing, and benefit
performances.  Also performed in both productions (A Thousand Grey Birds and
Nine days on dark water).

1999  Company Tour Manager, Margaret Jenkins Dance Company
  U.S. Tour of “Breathe Normally”    United States

Assisted Artistic Director Margaret Jenkins and Production Manager Tracy Vogel
in all administrative details for the company’s travel, rehearsal periods, and
performance preparations and Ms. Jenkins’ personal correspondences, mail, and
business.
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EDUCATION
2006 MFA  Theater: Contemporary Performance

Naropa University, Boulder CO

2004   Summer Training Congress, Acting Conservatory
 American Conservatory Theater (ACT), San Francisco CA

2003 Exalt Your Yoga, Yoga Teacher Training (Certification Program)
  Sri Louise, Underground Yoga Parlour, San Francisco CA

1997-present  Ongoing Dance/Theater/ Arts Administration training
San Francisco CA and New York, NY

1996 BA  Dramatic Art/Dance &
  Interdisciplinary Studies: Development & Human Rights

U.C. Berkeley, Berkeley, CA

COMPUTER/OFFICE SKILLS:   Macintosh and PC systems; Office/Word; Excel; Photoshop;
Typing 72 wpm; Ability to self-manage; multi-task; work quickly; run meetings, manage
agenda, take notes, keep time; Great phone skills, customer management & professional
presentation.


