
Robert Smith 
PR & Media Coordinator

PERSONAL STATEMENT

Experience supporting media buyers in an agency setting. As part of a 
team as well as independently and have extensive experience juggling 
multiple job duties and demands under tight deadlines while maintaining 
patience and professionalism. In addition, I have strong leadership qualities
and work very well under pressure.

WORK EXPERIENCE

PR & Media Coordinator
R2C Group -   2012 – 2019 

Responsibilities:

 Write copy for newsletters and prepare content based on current season
and client promotions available.

 Coordinate with client to write website content and develop website 
materials based on client discussions.

 Write meta-descriptions and keywords for SEO purposes.
 Write copy for banner ads, customer communication emails, and other 

marketing materials.
 Support media buyer with processing orders, traffic revisions, 

confirming paperwork, and additional projects.
 Update station contact records into system to reflect appropriate 

trafficking information, contacts and tape delivery information.
 Request logs from networks and enter spot times into system, 

confirming spots match buyers orders.

Media Coordinator
ABC Corporation -   2008 – 2012 

Responsibilities:

 Wrote and distributed press releases.
 Derived traffic through SNS and media which resulted in a [] increase in 

sessions.
 Composed written and photographic content for the company blog and 

Instagram by applying practices in SEO.
 The blog ranking reached to the top 10% within 4 months.
 Planned and executed events and promotions through social media.
 Analyzed traffic sources by using Google analytics.
 Skilled in using Magento(product information, order processing and 

analyzing keyword searches.) Managed a team of power bloggers that 
drove traffic to the website and promote seasonal items strategically, 
and in result, generated more sales..

Education

Bachelor's in Communication - (Portland State University)
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Social Media, Blogging, 
Copywriting, Creative 
Writing, Ghostwriting, 
Coordinator, Media 
Buying, Technical 
Support, Customer 
Service, Administrative 
Assistant, Mentoring, 
WebEx, Word, 
PowerPoint, WordPress, 
Outlook, Twitter, 
MailChimp, MadMimi,.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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