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(415) 225-5607
Experience

Freelance Publishing Associate, January 2015-present

Currently I am providing proofreading and indexing services for Integra (India) and other clients, as well as editing, producing, and managing the printed materials and website of Danville Congregational Church in Danville, CA.  
Production Manager

Wilsted & Taylor Publishing Services, May 2005-September 2014
After graduating from Mills College, I was offered the position of Production Manager. I oversaw up to five projects at one time, coordinating authors, illustrators, editors, designers, proofreaders, and printers to ensure that a project met its schedule. I also maintained my internship responsibility of monitoring all art that moves through the office. Once a project went to press, I assisted with checking all color proofs, often meeting with clients to review proofs for the best possible reproduction.  For one of my largest projects, George Inness: A Catalogue Raisonné, I was sent on press in China.  

In addition to these duties, I was the backup office manager, stepping in as needed to answer phones, ship proofs and samples, oversee marketing campaigns, write up invoices and process incoming payments.  

Managing Editor

580 Split and Crux, September 2004-May 2005
After serving as a reader for the Mills College journal 580 Split I was awarded the position of Managing Editor, overseeing a staff of four editors and a dozen readers. Together we produced the first 4 color edition of the journal with material drawn from over five hundred submissions, a new website, and a commemorative broadside. I also handled the management and printing of an anthology of graduate work called Crux.

Intern

Wilsted & Taylor Publishing Services, March 2004-May 2005
As a paid intern I helped organize projects, keyed text, proofread final pages, and managed all of the art that flows through the office.  I also assisted with marketing campaigns and client meetings, as well as backing up the office manager on phones, general office email, and greeting visitors.
Copywriter

Jeanine Payer Studios, September 2003-January 2004

When I returned to graduate school, my administrative duties were phased out and I was moved to the position of copywriter and liaison for the new website that went live in January 2004. In this position I wrote copy for all areas of the website and generated the templates for a projected series of newsletters.

Administrative Assistant

Jeanine Payer Studios, August 2002-Present
Returning to my earlier duties at Jeanine Payer, I was quickly given such additional tasks as maintaining credit agreements with customers, creating contracts with poets for the use of their work, and assisting in local trunk shows. I also oversaw customer service, including answering emails from the public and authorizing returns and repairs.

Education

MFA in Creative Writing, Mills College, May 2005

MA in Humanities, San Francisco State University, May 2001

BA with Honors, Gallatin Division, New York University, May 1995

Hampshire College, September 1991-December 1993
Skills

•Strong computer knowledge including: MS Word, Excel, Photoshop, Illustrator, InDesign, Acrobat, Quicken, and Bento on Macintosh; MS Word, Outlook, InDesign, Photoshop, Acrobat, and Excel, in Windows; Wordpress and full Internet familiarity.

•Freelance copywriting including flap and back of jacket copy, promotional materials; fiction writer with stories, essays, and interviews published in Transfer, Antithesis, Things Asian, Small Spiral Notebook, Shape of a Box, Interzone (as L.S. Johnson), Fiction Southeast (as L.S. Johnson), Strange Horizons (as L.S. Johnson).

•Freelance indexing including complete indexes for books ranging from art history to mathematics and chemistry.
•Typing speed of 80 wpm.
