Jordan Talbot


        235 West 4th South 311 – Rexburg, Idaho 83440 – (702) 275-4840

EDUCATION
· Brigham Young University-Idaho



GPA: 3.52
· Communications Major with an emphasis in Public Relations
· Business Minor

WORK EXPERIENCE
· Community Standards Representative at Terra West Property Management, Las Vegas, Nevada, summer of 2005
· Informed new home owners of the advantages of property management
· Operated the gate systems for the communities

· Dictated maintenance reports daily

· Handled phone calls from home owners

· Writer for the Review Journal Newspaper, Las Vegas, Nevada, fall of 2003
· Covered high school football
· Recorded the stats 

· Wrote a three to six paragraph article summarizing the game

· Food Runner for Claim Jumper Restaurant, Henderson, Nevada, winter 2003

· Delivered food orders to the customers
· Ensured customer satisfaction on a daily basis
· Transcript Evaluator for the Registrar’s Office at BYU-Idaho University, Rexburg, Idaho, summer, winter, fall of 2006

· Distributed transcripts

· Fixed transcript errors

· Handled phone calls 

SPECIAL SKILLS
· Speak Spanish 

· Learned Word, Excel, Power Point, Access, Photoshop, InDesign, and Internet

· Type 65 words per minute
COMMUNITY SERVICE
· Served a two year mission for the Church of Jesus Christ of Latter-day Saints in Argentina 

· Volunteered at Cooks Hospital in Oklahoma for two summers

INTERESTS/HOBBIES
· Played one year of basketball in high school.  
· Enjoy golf, football, and reading
