
sandy penny... 
dependable, committed, computer efficient, customer service dedicated, creative, friendly 
phone: 575-751-1456 or mobile: 575-779-2047
e-mail: sandy@writingmuse.com
PO Box 2930, Taos, NM 87571

Taos Employment Experience

Art Manager and Sales Associate 

Santiago’s Gallery, Taos Plaza, September 2007 – January 2008.
Supervisor: Ron Chavez, 575-758-3390. Handled all office functions including correspondence, computer work, website building and marketing. Acquired and sold fine art and prints. Managed one employee. Implemented marketing effort for a book of short stories, “Time of Triumph.” Developed artist and gallery presence online and at Fine Art America. Gallery closed due to artist’s choice. Built local community presence for artist and gallery through P.R. and events.
Front Desk Clerk

Oct. 2006-Sept. 2007: 

Quality Inn, Supervisor, Ande Grant, 575-741-0736. 
Taos Inn, Supervisor, Bill Book, 575-758-2233. January-July, 2007. 

Handled guest needs, computerized reservations, check-in, check-out and resolution of cash drawer. Also served as concierge.
Additional Work History…

freelance writer/editor/project manager... Contract Projects, Taos News, Horse Fly and Art Squad Assignments, April 2002 to Present, Houston, Texas and Taos, NM
* Interviewed subjects, concepted and wrote dozens of success stories, business profiles and features for Taos News. 

* Edited website copy for Horse Fly

* Wrote and edited training, marketing and web content for a variety of clients (samples available). 
* Wrote and edited educational materials; three years of training manuals; four foundation schools, and 6 self training modules on contract for ExxonMobil Training Dept.

* Wrote Idea Advertising Group/Stanford Financial marketing collateral, p.r., articles and Web content.

* Edited four novels and one how-to book and marketed a book of short stories online.

* Ghost-wrote two books of short stories and multiple magazine articles.

* Created, wrote and managed multiple websites for artists, tech groups and financial consultants.
talent manager/marketing writer... employed by ART SQUAD...Creative Staffing Solutions

October 1999 to May 2002, Houston, Texas
* Reviewed writing and graphic portfolios, selected candidates for placement, and managed creative projects.

* Interviewed and hired creative personnel including graphic designers, production artists, marketing project managers, writers, Web designers and developers. Matched skills and personalities to open contract and direct hire positions.

* Explored creative staffing needs of corporate clients and developed a broad-range database of personnel to provide flexible staff. Maintained client contacts, bid projects, developed budgets for creative departments. Staffed entire creative departments, and educated clients on using temps and full-time hires.

* Wrote and posted recruitment ads and expanded Houston branding efforts.

publications manager/marketing writer...VALIC...Retirement Services Division of American General

September 1998 to October 1999, Houston, Texas

* Created and project-managed four-color printed employee quarterly and the employee communications intranet site for over 5000 employees. Communicated company benefits, employee recognition and corporate culture.

* Created editorial calendars and maintained two electronic publications, one for employees and one for 
educational customers.

* Working directly with top executives and fund managers, wrote, edited, art directed and project managed six financial quarterly magazines for over two million retirement investing clients.

* Budgeted for and reduced the production costs on all publications.

* Redesigned the top three publications to be warmer and more user friendly based on conducting surveys and gathering input from end users from several large investor segments including government, education, banking and industrial unions.

* Maintained company-wide boilerplate database to ensure consistency and written compliance with SEC regulations, style manuals and corporate branding requirements.

independent contractor/freelancer

1995 to 1998, Houston, Texas

* Publications/Newsletter Specialist and Freelance Graphics – Writing/Editing/Design. 

* Conducted Positive Living and Community Building Workshops.

publications manager/marketing writer...Distribution International

October 1990 to January 1995, Houston, Texas

* Worked directly with executives: designed, conceptualized, wrote, edited and project managed all public and employee information and executive presentations, including complete responsibility for the Distributor, a magazine for employees, customers and vendors of this leading distributor of industrial insulation and environmental/safety products.

* Wrote industry journal articles under the name of the company president, quality process information, technical articles, conducted interviews and created product information and brochures.

graphics manager…Associated Printing and Graphics

December 1988 to June 1990, Houston, Texas

* Designed, wrote, edited and coordinated production of advertising, forms and commercial printed materials for clients.

* Also priced, estimated, project managed, quality controlled, and press proofed color work.

* Special projects: redesigned, edited and managed Scientific Sounds, the Curtin Matheson Scientific newsletter.

managing editor/owner...Family & Friends & The Rising Sun Newspapers

November 1979 to December 1988

* Created two monthly tabloid style publications, one aimed at kids and parents, one at alternative thinkers

* Full responsibility for budgets, conceptualizing issues, selecting and editing articles for target market, layout, paste-up, distribution, and advertising/group subscription sales development. Interfaced with printers, typesetters, vendors, advertising reps and clients. Conducted interviews, wrote editorials, features, press releases and ad copy. Developed advertising and distribution.

report editor...Exxon Production Research

Long Term Contract Position through Houston Temps

May 1981 to November 1983

* Edited, proofed and coordinated printing and distribution of Petroleum Geochemistry reports for 
45-person department.

Education…MacMurray College, Jacksonville, Illinois

* Liberal Arts, general study 

* On-the-job training, corporate education and industry experience equivalent to master of marketing/communications.

references and writing/graphic samples available on request and at www.writingmuse.com
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