GRACE WOODS

gracewoods@gmail.com, gracewoods.com (323) 642-8572


EXPERIENCE

Para Los Niños







         Los Angeles, CA
Communications Associate







 9/11- Current

· Conceptualize, plan and create content for all publications, including annual reports, newsletters, invitations, press releases, brochures, speeches, blog posts, reports to Board of Directors, procedures for dissemination of information etc.

· Utilizing input and needs of various stakeholders, develop organization media plan, including social media tactics and the corresponding tracking mechanisms and success metrics 
· Manage social media/ web content, developing brand online and launching online campaigns.

· Increase positive press, radio, web and television coverage for the organization
· Develop and nourish partnerships with schools, the media, community organizations and corporations.

West Coast Songwriters Association


                               Hollywood & Berkeley, CA  

Manager








               8/07-present
· Plan monthly events for 200+ individuals. Recruit industry professionals to participate as judges or speakers.  

· Host and market monthly songwriting and licensing contests attended by up to 60 individuals.

Clarity Media
& Various






               Berkeley, CA

Marketing Manager






                                 4/10- 9/11
· Wrote pitches, press releases, press kit, website and marketing materials for small, large and niche clients such as Clarity Media, Mateveza, Charles Communications, Chaat Café, Cancun, Wente Vineyards, Mark West, SakéOne, Benziger Family Vineyards, Bar Bambino, the Shattuck Down Low, Bunnery Granola, Trevair Wheelchairs, My Jamaica Place, Intuitive Storefronts, Nick’s Bar and many more

· Met regularly with clients, wrote and presented marketing proposals 

· Assisted clients with social media campaigns, graphics, CRM and data analysis.

· Spearheaded cross-promotional events to promote each brand.

National Council on Crime and Delinquency





 Oakland, CA


Temporary Office Administrator



                    

      1/10-4/10

· Assisted in hiring and training administrative staff during transition between presidents

· Edited reports and communications; conducted research for community media awards

Grace Woods 






     
                    Various Locations 


Tour Manager, Publicist, Musician





                     8/05-4/11

· Built website, www.gracewoodsmusic.com, accounting and CRM databases.

· Marketed three shows per week. Sold out venues including Great American Music Hall.

University of San Francisco





                    San Francisco, CA

Research Assistant and TA






                   5/09-12/09

· Conducted market research on public-private partnerships for Professor Nicholas Imparato.

Artisan Partners






                    San Francisco, CA 


Institutional Coordinator






                     5/07-7/09

· Prepared and packaged earnings reports and marketing materials for prospective investors

· Researched for value-based investment, building databases for hundreds of companies.   

· Managed itineraries, expenses, and meeting schedules for 15 staff members. 

Pleasant Hill Middle School





                      Pleasant Hill, CA  


Foreign Language and Literacy Teacher




                                 8/04-8/05

· Taught four different levels of Spanish and French to 200 students.  
Bruinwoods 

                                                                                            Lake Arrowhead, CA 

Supervisor at 5 star family camp                                                                                                  5/02-9/02

· Managed staff of 8, including scheduling and delegating duties

EDUCATION 
University of San Francisco, Masagung Graduate School of Management

Master of Business Administration 
   
                                                                              12/09

3.9 GPA, Beta Gamma Sigma, while working full-time

University of California, Los Angeles

Bachelor of Arts, English






                          06/04

3.4 GPA, Member of NCAA Waterpolo Championship Team

SKILLS

Fluent in Spanish; Advanced MS Office; Advanced in Social Media platforms, Vertical Response; Constant Contact; Cision; Wordpress; Publish Pal, ETO, Basic InDesign, E-Tapestry, public speaking
