KRISTAN SARTOR

Walnut Creek, CA 925-876-1663
kristansartor.com kristansartor@gmail.com

Profile

An intelligent woman with a great sense of humor, an outgoing personality and a demonstrated
ability to work with diverse groups of people. Enjoys a challenge and learns quickly and
enthusiastically. Highly organized with strong problem solving and analytical skills.

Qualifications
= Demonstrated ability to multi-task, prioritize, and work under deadline to complete
projects
= Excellent computer skills, with proficiency in numerous software applications (Microsoft
Office, Photoshop, web design, etc.) in multiple operating systems
= Excellent written and oral communication skills

Education, Awards and Honors

University of California, Santa Cruz Santa Cruz, CA
BA in Linguistics, with a minor in Classical Studies, June 2008, GPA 3.76

= Phi Beta Kappa, Upsilon Chapter, Elected Member, June 2008

= College Honors, UC Santa Cruz, June 2008

= Porter College Service Award, UC Santa Cruz, June 2007

Experience

Web Consultant
Oct. 2008 — Present Self-employed Walnut Creek, CA
= Develop, maintain, and expand clients’ online presence, utilizing websites, social
networking tools such as Facebook and Twitter, and e-newsletters
= Analyze the success of clients’ goals for their online presence, suggesting ways to
improve and grow
= Develop new graphics for use online, in online and print advertising, and on products
= Help clients generate content, through outlining/drafting copy, editing, scanning, etc.

Bartender
Sept. 2008 — July 2010 Pasta Primavera Walnut Creek, CA
= Responsible for managerial duties such as scheduling, bar inventory, handling customer
complaints, assisting with new employee training, and closing the restaurant
= Mix and serve drink orders, serve tables as needed, set up and close the bar

Office/Kiosk Assistant, Transportation and Parking Services
Aug. 2008 — Oct. 2008 UC Santa Cruz Santa Cruz, CA
= Provided information about the campus and the community, including campus parking
permit programs, to visitors, faculty, staff, and students
=  Determined eligibility for and sell parking permits to visitors, faculty, staff, and students
using a POS system
= Reconciled daily cash intake with register receipts accurately and efficiently
= Performed miscellaneous office tasks such as filing and copying



Experience Cont’d

Station Manager
April 2007 — June 2008 KZSC Santa Cruz Santa Cruz, CA
= Managed day-to-day operations, including: overseeing all departments, staff and
volunteers; chairing meetings; and quickly resolving equipment or personnel problems
= Developed, revised and enforced policy
= Facilitated personnel, security, and programming decisions
= Maintained confidential personnel files and information

Volunteer Coordinator
April 2007 — June 2008 KZSC Santa Cruz Santa Cruz, CA
= Recruited and directed over 300 volunteers to the benefit of the organization
= Analyzed volunteer recruitment and retention rates to suggest and implement new
policies for improvement
= Coordinated outreach and volunteer events, including orientations and tours
= Served as a resource for volunteers and the public about organizational needs and
individual status, communicating quickly and effectively

Instructional Assistant, Porter College Core Course
Sept. — Dec. 2006 UC Santa Cruz Santa Cruz, CA
In coordination with the regular course instructor:

= Prepared and led two weekly seminars of 10 students each

= Assisted students with the drafting and editing of papers

Resident Advisor, Porter College

Sept. 2005 — June 2006 UC Santa Cruz Santa Cruz, CA
= Planned and executed large and small student-oriented events
= Routinely provided information and assistance to students
=  Communicated and enforced residential policy

External Promotions Director

June 2005 — June 2006 KZSC Santa Cruz Santa Cruz, CA
= Acted as liaison to concert and other promoters
= Coordinated over 800 on-air giveaways and special promotional campaigns
= Directed department volunteers in the accomplishment of meaningful tasks

References
Available upon request.



