Amanda Cohen

5621 N. Christiana #3, Chicago, IL  60659

(773) 463-0788 — amanda@finepointproductions.com
Summary

Expert in use of PowerPoint, Keynote, Photoshop, Illustrator, InDesign, Word, and Excel, with ability to teach and support other users. Projects include presentation design, graphic art, digital retouching, image conversion, document editing and formatting, ensuring Mac/PC cross-compatibility, photo and slide scanning for printing and on-screen display, and database management. Also expert in event planning with remarkable attention to detail. Experienced writer and technical trainer. Able to juggle multiple projects and turn out high quality, creative materials on schedule, exceeding customer and client expectations.
Computer Skills 

Equally expert in Mac and PC Versions

PowerPoint
InDesign
Photoshop


Word/Excel (incl. pivot tables)
Quark
Illustrator


Keynote
Adobe Bridge
Acrobat

 (proficient to expert in most recent as well as older versions of all applications listed)
Relevant Skills

digital retouching 
graphic design 
professional writing 


web graphics
public speaking
multitasking


proofreading 
event production
promotional writing


creative brainstorming
technical instruction 
basic HTML


public relations
web research
file conversion

Specific Skills
PowerPoint: 
Animation, links, graphics, original templates, charts and graphs, backgrounds, audio/video

Photoshop: 
Clipping paths, scanning/merging oversized images, color correcting, actions/batching, original image design, image retouching

Illustrator: 
Logo re-creation, original image design, file conversion

InDesign:
Templates, style sheets, tables, images
Excel:
Making databases consistent, creating files for merging, pivot tables

Technical Training, Writing and Consulting

· Trained employees in use of Powerpoint 2008, including educational presentation

· Trained employees in the use of LotusNotes5. Also created a presentation to instruct users on using images in PowerPoint, and used this presentation in classes

· Served as help desk for creative applications, counseling users and trouble-shooting by phone

· Wrote and edited user manuals for new applications being introduced to employees, with emphasis on simplifying step-by-step instructions

· Conducted orientation for new employees in use of Document Production department's services

· Created user manual and conducted training for users of “Storm Center” school cancellation system at radio station, maintained database of 800+ schools

Online Portfolio


http://www.finepointproductions.com/portfolio/powerpoint.htm
(more)

Amanda Cohen      (773) 463-0788 — amanda@finepointproductions.com   (page 2)
Business Experience
· Designed all aspects of presentations from template and graphics to animation and projection

· Coordinated promotions, public relations, sponsors, advertising and scheduling for theatre companies and events

· Researched and interviewed business professionals for marketing videos, as well as entertainment professionals for feature articles
· Developed databases and interpreted statistical results 

· Generated mass-mailings, tamed rampant mail merges, handled heavy phone and email response

· Managed all aspects of three successful conventions, including scheduling, publicity, sales, web and graphic design, and staff

· Converted database of thousands of images into appropriate file sizes with consistent naming structure

· Treasurer for condo association

Job Experience
Aug. 2000 to present
Freelance Presentation/Document Specialist, working independently and through agents including Aquent, Artisan, Creative Circle, Smart Dept., and others.


Sample Freelance Assignments
50,000 Feet
PowerPoint Specialist

American Hydrotech
PowerPoint Specialist

Avenue
PowerPoint Specialist

Bagby & Company
PowerPoint Specialist

Brand Image (formerly LAGA)
Presentation specialist

Chicago Humanities Festival
PowerPoint Animation

Chicago Tribune
PowerPoint Specialist

Context Magazine (Diamondcluster Int'l)
Production associate

CPE Communications
PowerPoint Specialist

DDB Chicago
Presentation Specialist

Deloitte & Touche
Document Specialist

Edelman Public Relations
Presentation/Quark specialist

Equity Office Properties
PowerPoint production artist

Forsythe
PowerPoint Specialist

Goble & Associates
PowerPoint production artist

Holt McDougal
Document specialist, Project coordinator

Huron Consulting Group
PowerPoint Specialist

IPP Lithograph
PowerPoint Specialist

Jenner & Block
Desktop publisher, ad designer

Jerk Alert Productions
Graphic design

Joseph Jefferson Committee
Keynote Specialist

KPMG
Document Design, Printing

Paterno Wines International
Photoshop Specialist

Plan B Agency Alternative
Art Director, PowerPoint

Purohit Navigation (formerly DPM)
PowerPoint Specialist

Quaker Oats
Presentation specialist

Rand McNally
Database queries, graphic design

The Marketing Store
Document specialist

United Airlines
Photoshop Archivist

VSA Partners
PowerPoint Specialist

Wirestone 
PowerPoint Specialist

WNEP Theater
Graphic design

Feb. ‘98 to Aug. 2000
Frankel, Document Prod. Admin. Coordinator, Document Specialist, produced promotional and marketing materials for many corporate customers on tight deadlines.

1996 to present
Fine Point Productions, entertainment, event planning and production.

1989 to 1996
KDKA Radio, Pittsburgh, Pa., Producer for news and programming. Also news writer, copywriter and assistant to Programming Director. Duties included creating original art and documents for promotions, database management for Storm Center.

Educational Background 
B.A. in Creative/Professional Writing, Carnegie Mellon, 1989






