
Emily Lightner 
5151 Pine View Drive 
Glen Rock, Pennsylvania 17327 
443.527.4100 
emily_lightner@yahoo.com 
 
July1, 2004 
 
Mr. Mark Hodde 
International Orthodox Christian Charities 
110 West Road, Suite 360 
Baltimore, Maryland 21204 
 
 
Dear Mr. Hodde, 
 
I was recently informed by one of your employees, Barbara Stashkevetch, that IOCC is 
currently seeking an Outreach Services Coordinator. As someone with substantial experience 
in an administrative environment, I feel I am an ideal candidate for this position.  
 
I am honest, hardworking, extremely organized, and a very fast learner. I also have a strong 
desire to use my skills in order to help those who are less fortunate. As Orthodox Christians, 
we are all called to put our faith into action. Working for IOCC would not be merely a job, 
but a fulfillment of my duty to help out others in need.  
 
Enclosed is my resume, which will provide you with additional information about my skills 
and abilities. I am very interested in this position, and I would greatly appreciate the 
opportunity to speak to you about it in further detail. Please contact me at the above phone 
number or email address at your convenience to set up a time for an interview. Thank you and 
I look forward to hearing from you.  
 
Sincerely, 

 
Emily Lightner 
 
 
 
 
 
 
 
 
Enclosure: resume



E M I L Y  C .  L I G H T N E R  
5151  P ine  Vi ew Drive .   Gl en R ock ,  PA 1732 7  

Phone :  443 .527 .4100  /  E ma i l :  em i ly_ l i gh tn er@yahoo .com 
 
 
S u mmar y  o f  Q u a l i f i ca t ion s :  
H i g h l y  c a pa b l e ,  s e l f - mo t i v a t e d  a d mi n i s t r a t i v e  a s s i s t a n t  w i th  a  p rov e n  a b i l i t y  t o  w o rk  
i nd e pe n d e n t l y  o r  i n  g r ou ps  a n d  a c c o m p l i s h  a  v a r i e t y  o f  t a s k s  q u i c k l y  a nd  e f f i c i e n t l y .   
 
 
Re l evan t  S k i l l s :  

•  A bl e  t o  e f f i c i e n t l y  ma na g e  p r o j e c t s  s i mu l t a ne ou s l y .  
•  S t r o ng  a b i l i t y  t o  q u i c k l y  l e a rn  a nd  i m p l e m e n t  ne w  p r og r a ms  a n d  t e c h no l og i e s .  
•  P rof i c i e n t  i n  t he  f o l l ow i ng  s o f tw a r e  a p p l i c a t i ons :  

-  M i c r os o f t  E x c e l   
-  Mi c r os o f t  W o rd / C or e l  W ord P e r f e c t  
-  A d o be  P h o tos h op  
-  Gr ou pW i s e  
-  In s t a n t  I D  P l u s  
-  Ne w ma rk e t  In t e rna t i o na l  
-  R a i s e r ’ s  E d g e  

 
 
Exp e r i en c e :  
Th e  Wa l t e r s  A r t  Muse um ,  Mar ch  2 0 03  –  Pr e sen t  
Ope r a t i o n s  As s i s t an t  
 

The  W a l t e r s  A r t  Mu s e u m i s  a n  i n t e rna t i o n a l l y  r e n ow ne d  o rg a n i z a t i o n  w hos e  
c o l l e c t i o n  o f  a r t  s pa ns  5 5  c e n tu r i e s .  

 
J o b  R e s p o ns i b i l i t i e s / A c c om p l i s hm e n t s :   
-  C a l c u l a t e d  b i w e e k l y  pa y r o l l  f o r  6 0 +  e mp l o y e e s  w i th i n  t he  O p e r a t i o ns ,  

E ng i ne e r i ng ,  S e c u r i t y ,  Ma i n t e na nc e ,  a nd  I T  d e pa r t me n t s .  
-  De s i g ne d  f ro m t he  g r ou nd  u p ,  a  ne w  a nd  mo r e  e f f i c i e n t  s y s t e m f o r  l e a v e  

s c he d u l i ng  a nd  i n d i v i d u a l  s t a f f  r e c o rd  k e e p i ng .  
-  E n t ru s t e d  w i th  th e  r e s po ns i b i l i t y  o f  ma i n t a i n i ng  ma s t e r  r e c o rd s  f o r  f i v e  

e n t i r e  d e pa r t me n t s .  
-  R e org a n i z e d  l a y ou t  o f  i n t r a n e t - ba s e d  s t a f f  I D  b o ok k e e p i ng  s y s t e m f o r  

i nc r e a s e d  a c c e s s i b i l i t y  a nd  e a s e  o f  u s e .  
-  C r e a t e d  v a r i ou s  f o r mu l a -ba s e d  s p r e a d s h e e t s  t o  a i d  i n  bu d g e t  c a l c u l a t i ons  f o r  

mu s e u m- w i d e  e v e n t s .  
 

T h e  Wa l t e r s  Ar t  M use um ,  Sep t em b e r  20 00  –  M ar ch  20 0 3  
Me mbe r s h i p  As s o c i a t e  

 
J o b  R e s p o ns i b i l i t i e s / A c c om p l i s hm e n t s :   
-  C o ns i s t e n t l y  e x c e e d e d  me mb e r s h i p  s a l e s  q u o t a s .  
-  R e c og n i z e d  a s  a  t op  s a l e s  a s s oc i a t e .  
-  Tra i n e d  ne w  s t a f f  i n  p r o mo t i o n  a nd  e n r o l l me n t  o f  ne w  m e m be r s h i p .  
-  U t i l i z e d  R a i s e r ' s  E d g e  d a t a ba s e  f o r  c o ns t i t u e n t  ma na g e me nt .  
-  A s s i s t e d  w i t h  f u nd r a i s i ng  c a m pa i g ns ,  d i r e c t  ma i l i ng s ,  a nd  c a l l s .  
-  C o nd u c t e d  t i c k e t  s a l e s  u s i ng  V i s t a  a nd  T i c k e tma s t e r  f o r  Me mb e r s h i p ,  V i s i t o r  

S e r v i c e s ,  a nd  t he  B ox  O f f i c e .   



 
 
Ed u cat i on :  
To wso n  Un i ve r s i t y  -  g r a du a t ed  S um m a Cum  Lau de ,  May  20 0 3  

 
 S c h o l a s t i c  A c c o m p l i s hm e n t s :  

-  Ba c h e l o r ’ s  o f  A r t s ,   P a i n t i ng  
-  3 . 7 7  GP A  
-  De a n ’ s  L i s t ,  e i g h t  s e me s t e r s  
-  Gol d e n  K e y  H o no r  S o c i e t y  
-  Tow s o n  U n i v e r s i t y  H on or s  C o l l e g e  
 
 

Volu n t e e r  Exp er i en ce :  
Hisp an ic  Ap o s t o l a t e ,  S um m e r  20 0 2      
En g l i s h  Tu t o r     

 
The  H i s pa n i c  A pos t o l a t e  i s  a  d i v i s i on  o f  C a th o l i c  C ha r i t i e s  d e d i c a t e d  to  he l p i ng  
i mmi g r a n t s  a d j u s t  t o  A m e r i c a n  l i f e  by  t u to r i ng  t he m i n  ou r  l a ng u a g e  a nd  
c u l t u r e .  B e c a u s e  I  d on ’ t  s p e a k  a ny  f o r e i g n  l a ng u a g e s  f l u e n t l y ,  I  w a s  f o r c e d  t o  
be t t e r  m y  c o m mu n i c a t i on  s k i l l s  i n  o rd e r  t o  pe r f o r m m y  d u t i e s .  D o i ng  s o  g a v e  
me  a n  o p po r tu n i t y  to  e x p e r i e nc e  v a r i ou s  l a ng u a g e s  a nd  c u l t u r e s  i n  a  p ro f ou nd  
w a y .  
 

P r o je c t  Mex ico ,  S um m er  2 00 2    
H o me - bu i l d i n g  Vo l u n t e e r  

   
P ro j e c t  M e x i c o  i s  a n  O r t ho d o x  no n -p ro f i t  ( 5 0 1 c 3 )  o r g a n i z a t i o n  d e d i c a t e d  t o  
bu i l d i ng  ho me s  f o r  n e e d y  f a m i l i e s  a nd  p r o v i d i ng  c a r e  f o r  o r p ha ne d  t e e na g e  boy s  
i n  T i j u a na ,  Me x i c o .  V o l u n t e e r i ng  a t  P r o j e c t  Me x i c o  g a v e  me  a n  op p or tu n i t y  t o  
e x p e r i e nc e  m i s s i ona r y  w o rk  i n  a  f o r e i g n  l a nd .  Du r i ng  my  on e -w e e k  s t a y ,  w e  
bu i l t  a  s o l i d  hom e  f o r  a  f a m i l y  i n  ne e d .  I  w a s  a b l e  to  e x pe r i e n c e  f i r s tha nd  t he  
j oy  o f  c omi ng  tog e t he r  i n  C h r i s t  t o  f u l f i l l  H i s  W ord .  

 
 
 
 
 
  
  


