John Forkner, (214) 395-7759 
johnforkner@gmail.com 
 531 W 48th St #2; New York, NY 10019

SKILLS

· Can type 70 wpm 
· Can code in HTML
· Proficient in Microsoft Office (Word, Microsoft Excel, Powerpoint, Outlook, Access, Photoshop) 
· Experience with online resources such as DHL.com, Mapquest.com, Edgar Online, and Corporate Travel Online 
· Experience in proofreading, organizing, and record keeping
· Operate copy, fax machine, multi-line telephone and switchboard
· Perform copy machine/printer maintenance 
· Speak some Spanish, French 
· Freelance playwright, poet, author, blogger
WORK EXPERIENCE

Prudential Capital Group
Dallas, TX 



Oct 04-Aug 06

Administrative Associate

· Managed and updated legal/ financial files and performed manual filing for Electric Finance Group

· Managed and updated Access account database

· Managed and performed mail-outs using Access address database

· Composed memos

· Composed and typed correspondence documents to client

· Acted as cover/assistant for Executive Level Administrative Assistant

· Acted as cover for head receptionist

· Made travel arrangements (flight, hotel reservations) via telephone/online

· Typed/proofread travel itineraries

· Managed all incoming and outgoing mail/packages

· Ordered supplies for kitchen and supply room 

· Used multi-line phone and switchboard

· Constructed office furniture (bookshelves, desks, etc)

· Updated daily calendar 

· Greeted guests 

· Cleaned office/supply/kitchen area 

· Operated copy machine

· Operated fax machine

Dallas Employment Services
Dallas, TX 



July 04-Oct 04


Data Entry/Clerical


· Telemarketing

· Daily use of Microsoft Word, Excel  

· Maintained mailing list database

· Typed request letters to clients

· Proofread documents for errors

· Created and managed customer personnel files, worked in archives
· Used copy machine extensively

· Used fax machine

· Performed and managed mail-outs

Dallas Children’s Theatre National Tour  Dallas, TX 


Sept 03-May 04  
Properties Manager
· Managed stage properties for tour

· Performed lead role in Dallas Children’s National Tour of And Then They Came for Me…

· Assisted in venue preparation and set up

· Coordinated packing and shipping of all properties between venues 

· Managed and responded to audience concerns

· Researched and answered questions dealing with show content (the holocaust)

· Interacted with audiences and venues from Massachusetts to California on 8-month tour
Theatre Three Inc.      Dallas, TX 
July 02-May 03

Production and Administration Intern

· Updated and maintained subscriber database and employee personnel databases 

· Wrote press releases for both local news media
· Organized schedules for all aspects of productions 
· Answered subscriber questions and responded to problems relating to customer service 

· Answered emails and ran web-based programs 

· Organized press dates and openings

· Tracked work hours and schedules of actors  

· Used Microsoft Word, Excel, Powerpoint, Publisher, and Photoshop on PC  

· Used Multi-line phone system and a variety of office machines

· Managed and assisted in large-scale mail-outs

First Presbyterian Church, San Antonio, TX 
1999-Summer

Intern--Head of Junior High Program

· Assisted in development of summer program and events calendar

· Maintained and updated junior-high group’s personnel files on an Excel spreadsheet

· Organized activities

· Contracted facilities

· Scheduled meetings and wrote Bible study lesson plans

· Responsible for weekly phone calls to remind of activities and to counsel them as a mentor

· Shepherded large groups of junior high students

· Performed basic office work: copying, filing, emailing/writing         

memos and letters to church members and office administrative staff, and managing phones 
EDUCATION
Baylor University, Waco Texas
Bachelor of Fine Arts, Theatre Performance
CONTACTS
Sametra Bell- Supervisor, Prudential Capital Group, 
214-720-6247

Joy Reily- Office Manager, Prudential Capital Group, 
214-720-6208
Kristen Rice- Colleague, Baylor University, 
214-729-2499
Amy Heath Bell- Personal Reference, 
646-232-7733
**Writing samples available upon request
