8347 Jacobs Rd Phone: 814-594-3765 (cell)
Severn, MD 21144 E-mail: jshaffer@firestorm98.com

Jennifer L. Shaffer

Objective

Skills

Sample Work

Education

Experience

To obtain a position where my education, experience, and computer skills, will be
utilized to their fullest extent.

MS Office (Excel, Word, & PowerPoint). Adobe CS2-3 (PhotoShop, ImageReady,
lllustrator). AutoDesk Max, HTML coding, website design, software and system
troubleshooting. Specializing in photo editing and computer aided graphic design.
Experience with digital photography and various digital scanners.

Please visit www.PathogenProductions.com / www.Firestorm98.com .

Dec. 2000 Mansfield University Mansfield, PA
Bachelor of Science — Criminal Justice Administration

Transferred from Edinboro University for the Fall 1999 semester. Graduated with
a cumulative GPA of 3.4 as a Criminal Justice Administration major with an
emphasis on computer usage in graphics and English writing.

June 2008-Present Signs By Tomorrow Beltsville/Silver Spring, MD
Sales, Customer Service, Administrative Assistant

Handle incoming orders via phone and in person. Give estimates as requested.
Follow customer orders through the production process to make sure deadlines
are met. Follow up with customers to check on satisfaction with products.
Trouble-shoot and find solutions to prevent reoccurring problems. Call customers
to inform them that their products have been completed or to request payment on
completed products. Installation as requested, other tasks as assigned.

--- Reason for separation: Still employed

May. 2004 — Present Freelance Various
Contract Graphic Design Work

PathogenProductions.com, Baltimore, MD
Owner/Founder/Artist
Generates graphics, decals, text media, digital and hardcopy artwork; often from
concept to print. Organized and directed three drag racing events in 2005. Co-
sponsored two racing teams in 2005. Develops print media, video mixes,
websites, presentations, and sponsorship proposals as requested. Successfully
met all deadlines as established by clients since 2005.

Up2NoGood.com, Ellicott City, MD

Assistant Producer

Adding in the creation of an Automotive related DVD. Handling web publishing,
vehicle graphics, assisting in video mixing and_public presentation in anticipation
of release date.

Drift-Caddy.com, Gaithersburg, MD
Designer/Media Director
Designed graphics presented on the Cadillac CTS-V Drift Racing car. Wrote and
designed advertisements using said car. Developed media/web support for Drift-
Caddy.com. Assembled and presented sponsorship materials.
BC World Wide, Vienna, VA

Contract Designer

Tasked to develop a repetitive graphic design for presentation on panels for
www.AlTeamUSA.com. Task from concept to print in 23 hrs, delayed only due to
a lack of information on size, scale, and various details. Panels were printed by
ShowTrax in England and are currently in use by the team.

June 2008-Present GVK Baltimore, MD
OutReach Team Member (Part-time/Contract)

Participate in public outreach marketing events to generate public interest in a
given topic through presentation, education, and distribution of various materials




(printed, etc.)
--- Reason for separation: Contract ended.

Aug 2007 — July 2008  ATI Performance Products Baltimore, MD
Sales, Department Liaison, Customer Service

Take calls from customers regarding order placing, order status, general
questions about products. Follow up with customers to check on satisfaction with
products. Trouble-shoot and find solutions to prevent problems in order-to-
delivery chain. Oversee stocking and supply of parts and materials for
manufacturing. Supervise shipping department to insure efficiency of process.

--- Reason for separation: Position Terminated.

Feb 2007 — Aug 2007 F-Body Central, Inc. Baltimore, MD
Shop Manager, Service Manager, Service Writer

Assistant-Managing a GM High Performance shop specializing in engine
upgrades, chassis upgrades, dyno tuning and late model GM repairs.
Responsible for scheduling appointments, quoting jobs, selling jobs, ordering
parts, answering phones, keeping customers informed on the status of their cars,
updating employee payroll, receiving and releasing customer cars, attending
track rentals and assisting customers at track events. Assisting with video
productions of customer cars from video taping, to mixing, to small scale DVD
distribution. Also handles updating of the company website. Designing vinyl decal
packages, and handling small vinyl application. Full service detailing (Meguiar's
trained). Assists mechanics when necessatry.

-- Reason for separation: Financial.

April 2003 — March 2007 SAIC Vienna, VA/McLean, VA
Security Administrator

Process in-coming and out-going visits in the most timely manner possible.
Conduct status checks with DSS. Submit Initial Clearances, Upgrades and
Periodic Reinvestigations for processing through DSS. Assisted with the
organization of materials for State Department Audit. Aided in the preparation of
the facility for a DSS inspection. Conducted evaluation and update of personnel
records in association with the previously mentioned DSS inspection. Updates
and conducts general file maintenance in the Security Inventory Management
System (SIMS). Processes employees and contractors for badges and maintains
building accesses. Works with project managers and group security to start new,
and bring on existing, clearances for wide scale hiring for the FCS program.
Maintains and processes aspects of document control. Currently maintains
records and processes status checks through JPAS. Has a working knowledge of
the Access Commander system. Completes other miscellaneous tasks as
required. (Hired through Manpower Staffing.)

-- Reason for separation: Left to help a friend’s company.

Nov. 2002 — April 2003 Newspaper Association of American Vienna, VA
Administrative Assistant

Assisted NAA office staff with the preparation of conferences, mass mailings
(both email and USPS), logging of contest entries, and material orders.
Organized an update of the NAA contact database (MEI) by logging emailed
responses to a request for information. Handled customer service and relations
via phone, email and fax as requested and as necessary. Assisted troubled
customers and arranged solutions to problems within the scope of my
responsibilities. Served as a contractor through Manpower Staffing.

-- Reason for separation: Contract ended (temporary).

Nov. 2002 — April 2003 Neoreach Inc. / MobilePro Corp. Rockville, MD
Administrative Assistant

Acted as general assistant to the CEO of a small-cap telecom corporation
(NASDAQ: MOBL). Redeveloped the company’'s paperwork filing system.
Utilized Microsoft Office to create documents tracking expenses, assets, and
business Strategic Plan. Oversaw Company’s move to a newer, larger facility;
assisted in creation of the new office’s Windows 2000 LAN.

--- Reason for separation: Company sold.



Sept. 2002 — Nov. 2002 DYC Systems, Inc. Virginia Beach, VA
Administrative Assistant

Performed filing duties, typing, and general office administration. Worked on a
month-long overhaul of the Company’s client database. Served as a contractor
through Reliance Staffing Services, Inc.

--- Reason for separation: Moved out of the area.

Oct. 2001 — Aug. 2002 Portsmouth Police Department Portsmouth, VA
Police Officer

Worked for the City of Portsmouth as a patrolling Police Officer on the streets.
Filed paperwork and made reports. Responded to emergency calls, assisted
citizens, made arrests, and interacted with the public. Quickly learned how to
handle stressful situations and maintained a calm demeanor while deescalating
dangerous situations. Learned the meaning of the term “calm under pressure”. --
-- Reason for separation: Not aggressive enough for the job.

Aug. 1999 — Dec. 2000 Mansfield University Mansfield, PA
Computer Lab Technician — Instructional Development Assistant

Developed websites, designed graphics, and tested various new software
applications for the University Information Technology division. Demonstrated
ability to learn and complete tasks quickly, assisted both students and professors
alike with software and hardware difficulties. Worked with many University
Departments to design graphics and layouts for websites. Aided in a revamping
of the University website, which is still used today.

--- Reason for separation: Graduated.




