Wendy Hawkins

40 S. 34th Street, Boulder, CO 80305



Hm 303.494.6769        Wrk ext. 1552  



email:   whawkins@ucar.edu


Objective
Aspire to work as part of a support team in a creative and dynamic setting.

Experience
Aug. 2008–Present
UCAR/NCAR: HAO

Boulder, CO

Web Content Administrator/Admin III
· Website design (http://www.hao.ucar.edu/), development and content management. Updated the entire HAO web site to create a consistent and more modern/engaging design, including redoing the HAO web page banner, page creation and maintaining of forms, workshop and registration pages, data, organizational charts, contact/phone lists, etc. (Adobe DreamWeaver and Drupal).
· Part-time Director’s Admin Assistant coordinating and monitoring his meeting maker calendar and daily notebook, performing complex travel arrangements, preparing memos, and following any tasks as requested.
· Provide section administrative support to scientific staff including complicated travel planning and processing, meeting room scheduling, month/year-end account reconciling, purchase requisitions and check requests processing.
· Provide comprehensive meeting and workshop support that includes managing weekly, year-round HAO Colloquiums, including reserving rooms, working with Events Services to provide refreshments, creating bulletins and email announcements for each event, and keeping the meeting/workshop/colloquium web pages up to date.
· Work cooperatively with all Administrative Team members.

Dec. 2007–August 2008
Crestview Church

Boulder, CO


Office Manager/Web and Graphic Designer

· Interfacing with church congregation and greater community.
· Website maintenance performed weekly; uploading sermons, newsletters, calendar, graphics, and interactive forms (Adobe GoLive).
· Responsible for staff payroll and paying vendor invoices (Quickbooks).
· Perform all office administrative functions including answering phones, faxing/copying/scanning, ordering office supplies and maintaining office equipment (Microsoft Suite).
· Maintain church event calendar/schedule.
· Produce attractive weekly bulletins and bi-weekly newsletters, including any graphic material for mailings and special events (Adobe Suite: InDesign, Illustrator, and Photoshop).
1993–September 2007
Exponent Inc.

Boulder, CO

Office Manager/Graphic Designer

· Perform all office administrative functions including answering phones, faxing/copying/scanning, managing office supplies and maintaining office equipment, arranging meetings and client visits, planning lunches and social events, travel reservations, maintaining project files, handling invoices and expense reports, project budgeting, working closely with various individuals and departments in other offices.
· Produce high quality, creative, thorough, and accurate graphic products, using a variety of graphic software including PowerPoint, Freehand, Illustrator, and Photoshop.  These products included high-gloss, large-format conference posters, animated presentations, report figures, and marketing materials.
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1990–1993
Coyote Geologic Services
Boulder, CO

Desktop Publishing/Computer Graphics

· Performed desktop publishing:  Completed complex documents with embedded graphics in Adobe PageMaker on a Macintosh computer
· Produced high quality report graphics, participated in all phases of report production, and other office support functions.
1989–1990
Storage Technology Inc.
Longmont, CO

AutoCAD Drafter

· Produced complex AutoCAD building plans of the Longmont facility
· Created heating, ventilation, air conditioning, and electrical building plans
1987–1989
Republic Telcom Inc.

Boulder, CO

AutoCAD Drafter

· Produced complex AutoCAD mechanical illustrations of telecommunications equipment for fast paced manufacturing firm

Other companies prior to 1987 include:


Agate GeoChem, Inc., Denver, CO


RPI Environmental, Inc., Boulder, CO
Education
October 2010:
Boulder Digital Arts, Web Design week long class

2009–ongoing:
NCAR Web, Drupal and Graphic classes that 


include all web related classes and InDesign 


graphic classes

1980–2009:
Taken numerous workshops that included Graphic 

Design Layout, Photoshop Techniques, and HTML 


for the Web


1982–1983:
Boulder Vocational School, Boulder, CO



Technical Drafting Certificate in Mechanical 


Drawing and AutoCAD


1977–1980:
University of Colorado

Boulder, CO



B.F.A., Studio Arts and Art History (double major)

References
Available upon request






