
Robert Smith
Internal Communications Manager

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Accomplished communications professional with more than two decades of experience spanning 
broadcast news writing and reporting, public relations, crisis communications, internal corporate 
communications and publication management. Proven expertise involving media pitching, public 
speaking, executive interview coaching and writing that includes news releases, newsletters, 
feature articles, speeches and DVD scripts.

SKILLS

Microsoft Office Suite, Managing Skills.

WORK EXPERIENCE

Internal Communications Manager
ABC Corporation  August 2011 – October 2015 
 Supervised content development, writing, and editing of the companys bi-monthly magazine, 

which reached 30,000 employees, customers, and retirees.
 Created and managed the companys very first e-newsletter, which reached 3,700 employees 

on a weekly basis.
 Oversaw the companys intranet and informational TV screens, which included writing and 

posting updates about various employee matters, such as benefits and volunteer 
opportunities.

 Initially focused only on writing, editing, and managing the production of the bi-monthly 
magazine.

 Soon realized, however, that I could serve the informational needs of employees more 
effectively by augmenting the magazine with a communications vehicle that could be 
distributed more frequently.

 Within a year of my arrival, I devised an e-newsletter concept and gained approval from 
senior executives to write and disseminate a weekly e-newsletter to all company e-mail 
addresses.

 Response to this initiative was so favorable that a company subsidiary requested the creation 
of a parallel e-newsletter solely for the subsidiarys employees, which management approved.

Internal Communications Manager
Delta Corporation  2006 – 2011 
 Serve as the sole internal communications advisor companywide for senior leadership, six 

business units, and eight functional organizations.
 Plan and write executive communications for the CEO, COO, CTO, CLO, and CHRO.
 Plan, develop, and implement communications for events, programs, and initiatives including 

mergers/acquisitions, reductions in force, employee.
 Plan and write newsletters, talking points, fact sheets, FAQs, memos, presentations, surveys, 

and web content.
 Developed annual senior leadership communications strategies (digital and in-person) Ran 

communications and incentive campaign that boosted.
 Managed and create new content for the agency website and social media channels 2.
 Managed communications between clients and the agency members.

EDUCATION
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Master of Arts in History - (University of Texas at San Antonio - San Antonio, TX)
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