Shannon Ashford
____________________________________________________________________________________________________________

931-205-1296 (cell) • sashford27@hotmail.com

Experience   State of Tennessee, Nashville, TN






11/07-present



Department of Commerce and Insurance


Public Information Officer


•Write and distribute media advisories and press releases

•Answer and respond to daily media calls

•Conduct interviews with local, state and national media outlets

•Research, write and compile information for department’s monthly newsletter 

•Maintain www.tn.gov newsroom

•Research and write talking points for Commissioner and assistant commissioners

•Communicate with all divisions within department to assure all communication needs are met

•Manage social media activity on Facebook and Twitter


•Proof newsletters and approve all department brochures

•Act as web liaison for Commissioner’s office

•Assist TEMA’s communications team during natural disasters


•Maintain close communication with Governor’s Communication Office


•Assisted with publicity for First Lady Andrea Conte’s Luncheon and AndreaWalks events


Consumer Affairs Division:


•Research, write and distribute columns and press releases for Consumer Affairs Division

•Research, write and compile information for Consumer Affairs newsletter

•Compile information and prepare Consumer Affairs calendar

•Plan annual shredding event for Consumer Affairs

•Maintain the Consumer Affairs website

Tennessee Titans, Nashville, TN






01/05-present



Game-Day Media Relations Assistant



•Assists Media Relations Dept in Press Box for all game day press needs

•Prepare Press Packets/Books for distribution during the game

•Distribute statistics to all attending media during the game

The Planning Group, Franklin, TN






09/06-11/07

Underwriting Coordinator


•Responsible for initial contact with client to inform them of underwriting process


•Correspond with multi-million dollar clients


•Contact paramedical companies to schedule medical exams for clients


•Obtain medical records from doctors and medical facilities


•Responsible for financial advisor appointments


•Responsible for creating perm files at the end of the underwriting process


National Federation of Independent Business, Nashville, TN 



9/05- 9/06

                          Marketing Assistant (Contract Position)



•Worked as interim executive assistant to the Vice President of Member Services
•Supported office of 7, including the Vice President of Member Services and Communications/Marketing Manager
                          •Wrote, edited and proofread marketing copy for web site and company newsletter

•Maintained and updated marketing databases

•Assisted accounting & administration departments as needed

Education    
Lipscomb University, Nashville, TN   

                          
•August 2005 graduate                                                      

                          
•Bachelor of Arts:  Communications with emphasis in Public Relations/Minor in Marketing

                          
•Magna cum laude/ G.P.A.:  3.8 Provost’s List, Honor Roll

Internships 

             Tennessee Titans NFL Team/Nashville Kats AFL Team, Nashville, TN

1/05 – 6/05


Internet and Publications Internship


 •Personally conducted one-on-one interviews with players
•Wrote, researched and edited articles for web site

                          •Assisted in the production of media guide and team yearbook

•Provided media/press coverage of Keith Bulluck Charity Basketball Game, 

                          
Drew Bennett “BasketBrawl” Game, Jeff Fisher Celebrity Softball Game and Tennessee

                          
Titans Golf Tournament charity events and wrote correlating news stories for web site

            Titans Radio 103.3 WKDF FM Citadel Broadcasting Co., Nashville, TN 

8/04- 1/05                 

                          Production Assistant, Public Relations Internship (seasonal)

                          •In charge of weekly program where I selected and interviewed Scholar Athlete Award Winner

                          •Wrote Press Releases for Scholar Athlete winner

•Assisted with Affiliate Relations throughout the market, including 80 stations

                          •Wrote articles for web site and assisted in the overall maintenance of the site


Dreamcatcher Entertainment, Nashville, TN 





5/04 – 8/04                

                          Public Relations Internship

                          •Prepared press releases, organized press clippings and assisted publicists for Dreamcatcher artists, including 

                            Kenny Rogers, Rebecca Lynn Howard, Jo Dee Messina and Jared Ashley

                          •Assisted with publicity of the City of Hope Celebrity Softball Game by conducting 

                           research and writing press copy

Lipscomb University Newspaper: The Babbler



          11/04 – 5/05
Staff Writer


•Wrote articles for upcoming events at Lipscomb, including mission trips and school concerts
 

                    
Public Relations Student Society of America





5/04 – 5/05
Public Relations Director for the Lipscomb Chapter  
•Informed members of future meetings and events

                             •Assisted chapter sponsor with selection of speakers for monthly meetings 

 computer skills



•Microsoft Word, Excel, Access, PowerPoint, Outlook



•Smart Office



•Typing:  70 wpm



•Transcription
