Holly E. Collins

4892 Muirwood Drive, Powder Springs, GA 30127

Home Phone: (770) 439-2999

Home E-mail Address: collinshc@gmail.com
	Work experience

	
	2006 –  Present    UP Media Group, Inc.    Smyrna, GA                             

Contract Employee

· Research live music venues and upcoming performances for gophertunes.com. 

· Continuously maintain and update online database.
2005 –  Present    Grantham University    Kansas City, MO                             

Desktop Publisher (part-time, working from home)
· Organize and format academic course guides. 

· Proof course guides for grammar and punctuation.

· Align course guides with established university style guidelines.

2002 –  2003    National Franchisee Association, Inc.    Marietta, GA                             

Managing Editor, The Flame

· Handled the tracking, developing, editing and proofing of the magazine’s news departments and various contributed feature articles. 

· Worked with graphic designer to layout and produce the magazine on a quarterly basis.

· Worked closely with supervisor to produce and distribute a bi-monthly newsletter.

2001 –  2002    UP Media Group, Inc. (formerly CMP Media LLC)     Atlanta, GA                             

Associate Editor, Circuits Assembly

· Handled the tracking, developing, editing and proofing of Circuits Assembly magazine’s monthly news and product departments, monthly columns and quarterly electronics manufacturing services (EMS) supplements and feature articles. 

· Contributed news items to magazine Web site daily.

· Contributed at least one expanded news story, “On the Road” column or editorial page, per month, to the magazine. 

· Wrote copy for marketing campaigns.

· Oversaw the execution of the Buyers’ Guide project—including online data collection, creation of data collection forms, manual updates of internal database, distribution of user IDs and passwords and sending e-mail announcements to companies interested in participating—to culminate with the printing of the guide in each December issue of the magazine. 

· Oversaw yearly tasks associated with the Service Excellence Awards for Contract Electronics Manufacturers and for Electronics Assembly Equipment and Software Suppliers cosponsored by the magazine and Technology Forecasters, Inc. (TFI). Worked with TFI to create and approve entry forms, finalize awards schedule and provide input on award design. Coordinated all event logistics including ceremony location, lunch menu and decoration of location. Handled the design, printing and mailing of all award ceremony invitations. Collected RSVPs and all payments for tickets to attend the event.

· Represented magazine at industry events by completing editorial visits with readers and suppliers.

1999 –  2000     CMP Media Inc. (formerly Miller Freeman, Inc.)     Marietta, GA

Editorial Assistant, Circuits Assembly

· Worked with editor-in-chief to select and edit monthly news and product departments, quarterly EMS supplements and monthly columns.

· Created an efficient filing system for dealing with the hundreds of press releases received in the office weekly.

· Ensured that online articles were edited and posted.

· Distributed and updated author copyright agreement forms.

· Worked with columnists, authors and industry professionals to meet issue deadlines, answer questions and troubleshoot potential problems. 

· Gained better understanding of the PCB assembly industry through self-study programs and by attending industry meetings.

1998 –  1999     Miller Freeman, Inc.     Marietta, GA

Administrative Assistant to Group Publisher/Sales Assistant, Wood Technology

· Processed all invoices and expense reports for group, maintained log for all invoices sent to accounts payable and researched any bills in question.

· Faxed and copied documents (including appropriate distribution and filing), assisted staff with various projects and provided copy editing assistance to editorial staff as needed.

· Fulfilled phone and e-mail requests for information (media kits, back issues and editorial data).

· Submitted and filed periodic data reports, handled internal and external customer service requests and assisted group publisher in coordinating special projects and requests. 

· Handled monthly classified advertisements for Wood Technology magazine, monthly insertion orders and all administrative duties.

	Education

	
	· 1992 –  1996     University of Tennessee     Knoxville, TN                                              Bachelor of Arts, English literature major/anthropology minor                                               

· 1988 –  1992     Morristown Hamblen High School West     Morristown, TN 

	published Work

	
	· “Technology Forecasters Present Quarterly Forum at Siemens Dematic,” Circuits Assembly, April 2002

· “Assembly 101,” Circuits Assembly, December 2001

· “Assembly and Test 101,” Circuits Assembly Online, December 2001

· “Making a Move? Try Eastern Europe,” Circuits Assembly, November 2001

· “Decision 2001,” Circuits Assembly, April 2001 

·  “Surrendering to Lead-Free,” Circuits Assembly Online, December 2000 

· “Taking a Bite Out of the Big Apple: Flextronics Rises in the Contract Manufacturing Ranks,” Circuits Assembly, August 2000 

· Published in Beneath the Harvest Moon, a book from the National Library of Poetry, 1995  

	Awards received

	
	· CMP Star Award, 2001—internal company award to recognize outstanding performance

· American Society of Business Press Publication Editors (ASBPE) Young Leaders Scholarship, 2001

· CMP Editorial Awards for Best Coverage of a News Event and Best Headlines, 2001—internal company award to recognize editorial accomplishments

· Journalism scholarship to University of Tennessee, 1992


