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Tim Ellerbee

	Summary of Qualifications
	· MSIE

· MSWord

· Linux/Unix/HTML/FTP

· Windows NT, XP

· MSExcel

· Adobe Photoshop

· Outlook

· Office machines, i.e. fax, photocopier, switchboard

	Admistrative 


	Used Windows NT and XP Pro daily to organize projects for convenient retrieval and later access.

Used Outlook daily to maintain communication with staff, supervisor, and clients.

Used MSIE/Netscape daily for research and locating elements used in ongoing projects.

Used MSWord daily to write and edit commercial copy, production schedules and packaging labels.

Answered multi-line front desk phone and directed incoming calls per caller request.

Operated fax and photocopier machines for document management and distribution.

Used MSExcel for data entry and input sorting to create database.

Used basic UNIX/Linux/HTML for periodic data reorganization and to maintain FTP site for client retrieval of products.

	Supervision 
	Oversaw assignment of production scheduling for over 15 air-talents.

Coordinated broadcast and program production schedule for over 30 independent producers.

Taught courses in copywriting, digital editing and broadcast performance.

Monitored and edited in real-time, live, caller-intensive radio talk shows to ensure FCC compliance with regard to show content.


	Professional Experience
	Clerk/ Temp

TELESEC/CORESTAFF, Falls Church, Va. Jun 2005 - PRESENT

	
	Technical Producer


WMET, Washington, D.C. Mar. 2005 – May 2005


	
	Broadcast Technician

CBS/Infinity Radio WARW Rockville, Md. Oct. 2003 – Mar. 2005


	
	Broadcast Technician

CBS/Infinity Radio WJFK, Fairfax, Va. Oct. 2001 – Oct. 2003


	
	Audio engineer/PA Technician

Katsu LLC, State College Pa. Jan. 2000 – Feb. 2001

	
	Director of Production and Continuity

Citadel Broadcasting, State College Pa. Feb. 1999 – Nov. 1999


	
	Production Coordinator

New World Radio, Falls Church, Va. Aug. 1998 – Feb. 1999



	
	Disk Jockey

WINC-FM, Winchester, Va. Aug. 1997 – Feb. 1998

	
	Disk Jockey/Board Operator

WDCT, Fairfax, Va. Mar. 1997 – Aug. 1997

	
	Disk Jockey/Board Operator

Praise Radio, Warrenton, Va. Jun. 1994 – Aug. 1995

	Education
	BA in Speech Communication


2002                         George Mason University                 Fairfax, Va.


