Emily Bartlett Hines
511 19th Avenue North, Nashville TN, 37209

240-413-3109

Betoma@Gmail.com

Skills and Qualifications

· Expert-level proofreading 
· Editing documents, both specialized and general-interest, for style

· Researching and mastering highly technical scientific and medical subject matter

· Writing in a wide variety of genres and styles

· Communicating complex ideas with clarity

· Planning and organizing large-scale projects and completing them on deadline

· Familiarity with Microsoft Office, Adobe Dreamweaver, online research, and blogging platforms such as Wordpress and Sitemason
Education:
Ph.D., Vanderbilt University, 2012
M.A., Vanderbilt University, 2007

B.A., English and Classical Civilization, Oberlin College, 2002
Writing and Editing Experience:
Freelance Writer and Editor, August 2008 – present. 

· Edited and proofread blog posts, website copy, books, and academic materials for a variety of freelance clients
· Wrote articles on culture for Nashville Scene, Nashville Arts and SheKnows.com
· Articles included art, film and concert reviews, interviews, short critics’ picks and guides to local dining and culture 
· Contributed to the Scene’s music blog, Nashville Cream

Web Editor, Vanderbilt University, Jewish Studies Department, March – July 2012 (and ongoing).  
· Updated department website, corrected errors, edited text and made other requested formatting changes using Dreamweaver

Web Editor and Office Assistant, Vanderbilt University, Women’s and Gender Studies Program, September 2010 – May 2012.  
· Maintained and updated Center’s website using Dreamweaver

· Created and maintained faculty websites with Sitemason

· Proofread and edited documents

· Assisted with correspondence, updating records, and organizing special events

Research Assistant, March – May 2010.  
· Assisted Vanderbilt professor with book project by finding relevant archival source material

· Used search tools, bibliographies and other resources to locate all existing reviews of relevant books
Office Assistant, Vanderbilt University, Center for the Study of Religion and Culture, January 2009 – June 2010. 
· Assisted with filing, correspondence, and organizing special events

· Researched, wrote and edited 60-page document detailing the Center’s past activities and achievements

Research Assistant, June 2008 – January 2009. 
· Assisted author Rachel Teukolsky with the manuscript of the book The Literate Eye: Victorian Art Writing and Modernist Aesthetics (Oxford University Press, 2009), by locating original source material,  verifying all references, quotations and facts, and correcting errors

Temporary Employee, EEI Communications, summer 2005. 
· Proofread and copy-edited documents for various clients of temporary staffing agency specializing in editorial work

Program Coordinations Assistant, National Cancer Institute, August 2002 – June 2003.  

· Wrote, received and forwarded e-mails concerning publication of Program Announcements

· Maintained paper and electronic filing system

· Edited documents for adherence to correct format
Writing Intern, Phillips International, June – August 1999.  

· Researched, wrote and edited articles on medical topics for Phillips’ web and print publications

Other Experience:
Teaching Assistant, Vanderbilt University, September 2006 – May 2008. 
· Taught one section of writing-intensive Freshman English class per semester

· Designed syllabus, led class discussions, lectured, and assigned final grades

· Provided extensive commentary and suggestions for improvement on each student paper; approximately 60 papers per semester

Teaching Assistant, University of Maryland, September 2003 – May 2005. 
· Taught three sections of writing-intensive Freshman English class per year

· Designed syllabus, led class discussions, lectured, and assigned final grades

· Provided extensive written commentary and suggestions for improvement on each student paper; approximately 300 papers per year
References and sample edits available upon request.
