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PASSION
I find joy in building community in support of education, arts and culture - or in whatever enterprise that elevates the human spirit. I would welcome opportunities for collaborative partnerships, creative enterprises, and positive outcomes that enhance the profile of the organization and community. I seek a leadership position where my skills, creative talents and promotional skills would be valued and mutually beneficial.
EDUCATION

Master of Science, Arts Administration, with a minor in Events Management
University of Oregon, Eugene, OR.  June 2009

Bachelor of Arts, Arts & Humanities
Linfield College, McMinnville, OR.  June 2003

Associate of Arts, Design/Merchandising, Fashion Institute of Design & Merchandising, Los Angeles, CA

PROFESSIONAL EXPERIENCE

June 2010-
Academic & Thesis Programs Manager, ROBERT D. CLARK HONORS COLLEGE, University of 


Present

 Oregon ▪  125 Chapman Hall, Eugene, OR 97403 ▪ 541.346.2511



Robert D. Clark Honors College is a liberal arts honors college within the University of Oregon with the only undergraduate class that has to complete a thesis in order to graduate from the UO with honors from the Clark Honors College. Work with approximately 140 seniors each academic year, guide them through the process of securing a thesis defense committee, scheduling a thesis defense, and producing a publishable thesis. Provide registration, enrollment, and other quantitative reports to the Dean, Associate Dean and Administrative team. Capture data that assist faculty in monitoring student progress.  Work with faculty to schedule approximately 30 CHC courses each term, forecasting one academic year in advance. Monitor the registration activity of about 800 students for each term. Coordinate Commencement activities, including guiding over 115 graduates through the ceremony. Utilize Student Data Warehouse, Banner, Duck Web, Blackboard, Clark Honors Web site, and all Microsoft Office products and Adobe Creative Suite - to develop, enter, update, access, and verify data academic information. 
Oct 2003 -
Executive Assistant/Office Manager, JORDAN SCHNITZER MUSEUM OF ART, University of 
June 2010
Oregon ▪ 1430 Johnson Lane, Eugene, OR 97403 ▪ 541.346.0973


Was a member of the dynamic Museum Art team that welcomed the community to an exciting new museum that reopened in January 2005 after a five-year construction/renovation project. Provided administrative support to the director and managed the Office, the Visitor Services program, and Facility Rental program.  Hired, trained, supervised, evaluated, and supported volunteers and student workers; produced an administrative procedures manual and events manual; maintained a budget; hosted special and private events, such as opening receptions, galas, workshops, lectures, and other programming; promoted exhibitions and services; interfaced with internal and external audiences; maintained museum calendars; and provided administrative support to the museum’s Leadership Council, assisting the leadership team in implementing the strategic initiatives that is tied to the University’s plan.
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1993 – 2003
LANE COMMUNITY COLLEGE, Office of the Vice President for Instruction and Student 





Services ( 4000 East 30th Ave., Eugene, OR  97405; 541.463.5315
July 2001 -
Executive Assistant/Office Manager

Oct 2003
Assisted in the daily operation and strategic planning of the office.  Handled informal and formal student complaints, student code of conduct violations, and sexual/racial harassment 



complaints. Periodically worked with the college’s legal counsel in addressing the college’s legal position in these matters. Developed and maintained reports, presentations, correspondences, and confidential documents. Scheduled and handled logistics of meetings, retreats, conferences, and other special events.

.

July 1997-
Assistant to the Vice President for Instruction and Student Services

June 2001
Assisted the vice president in the daily operation and strategic planning of the Instruction and Student Services areas. Position requires the ability to interact with all members of the community, be detail-oriented, follow through on all assignments, maintain confidentiality, and work independently on behalf of the Vice President.

March 1993
Assistant to the Vice President for Student Services
June 1997
Assisted the vice president in the daily operation of the office and Student Services areas. Trained, supervised, evaluated, and supported student workers and part-time staff; managed the office budget that included providing quarterly expenditure report, travel reconciliation, budget transfers, capital outlay requests, special projects expenditures, and initiating electronic budget transfers; managed and maintained Student Code of Conduct violations and the Formal Student Complaint cases.  In addition, coordinated meetings, conferences, and special events; processed correspondence, reports, meeting minutes, and formal presentations.

COMMUNITY LEADERSHIP
Board of Directors

Member, Board of Directors, Emerald Empire Art Association, Springfield OR. 2017 – Present. Formed in 1957. Founded in 2003 as a 501(c)3 non-profit visual arts organization. Led in fulfilling the mission of providing an opportunity for all who desire to create art and exhibit their work by cultivating a vibrant art community through education, outreach and partnerships.”  With the Board, oversee the operations of the Emerald Art Center, with specialty in the following areas:
· Arts Management
· Communications/Marketing
· Community Outreach
· Event Management/Facilities Rental
· Exhibition Curation
· Fund Development
President of the Board of Directors, Downtown Initiative for the Visual Arts (DIVA), Eugene OR. 2011 – 2014. Founded in 2003 as a 501(c)3 non-profit visual arts organization, led in fulfilling the mission of strengthening connections, sharing knowledge, and building community through the visual arts.
· Coordinate and implement fundraising activities.
· Collaborate with local organizations to produce community-wide events and projects.
· Coordinate and host special events at the DIVA Gallery.
· Curate art exhibitions
· Oversee four film programs. 
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Vice President for Administration, McKenzie After 5 Rotary Club, Springfield, OR. 2011 - Present
This Rotary Club, founded in June 2010, serves primarily North Eugene, Northeast Springfield and Coburg.  Our motto - service above self - speaks to my passion for building and strengthening community.
Events Management

Co-Chair, Executive Planning Committee, McKenzie Cider & Craft Beer Festival, Springfield, OR (  November 2012 - 2015 ( The McKenzie After 5 Rotary Club produces this Festival, in partnership with Springfield Rotary, as an annual fundraising event held in November, benefitting organizations that serve children and families. 
· Oversee six (6) committees
· Produce and maintain a budget
· Promote the event utilizing social media and traditional media
Chair for the opening reception of the Eugene Mayor’s Art Show, at the Jacobs Gallery in the Hult Center, Eugene, OR ( 1998 – 2011

· Coordinate the opening reception of the Eugene Mayor’s Art Show. Secure musical talent and Master of Ceremony; write script; coordinate the MAS Juror’s breakfast; secure donations; and lead rehearsals of the program with speakers.
Events Coordinator for the Jordan Schnitzer Museum of Art at UO, Eugene, OR ( Jan 2005 to June 2007

· Available in PDF is a one-page outline of the special events coordinated, the highlights from the opening gala, members and donor previews, and public opening of Andy Warhol “Dream America” Exhibition to the opening of the Cuba Avante Garde Exhibition that featured fine art of current artists.
Events Manager - Latino Night! was a dance and musical benefit for Centro LatinoAmericano, on November 19, 2009, at Joes Bar & Grill.  It featured DJ Mario Mora and Special Guest Jessie Márquez and her Latin Jazz musicians.  

· Chaired an event planning committee that produced a strategic plan and budget. 

· Designed the marketing collateral. 

· Identified, invited, promoted and welcomed performing artists for this musical benefit

· Designed format around talent and available fundraising supporters

· Confirmed date with performing artists, key event planners and service providers

· Secured the venue that also provides food and beverages

· Produced and implemented a production schedule

· Confirmed guest list

· Designed event poster and marketing collateral for social and traditional media

· Sent invitations

· Secured volunteers

· Initiated After-Event Follow-up

Curatorial

Producer of "De Colores" Exhibition (Latinx-inspired), sponsored by the Lane Arts Council and The Ungerleider Family Foundation, curated by Artist/Educator Analee Fuentes at the Emerald Art Center. December 2020.
Exhibition Design, Installation and Promotion of the Lane County Artists Juried Art Show and Invitational, April – June 2014. 

Exhibition Design, Installation and Promotion of the juried exhibition “Visions from Within” at The Gallery at the Airport in Eugene, and the DIVA Gallery, Jan-Mar 2013. Produced by DIVA, in collaboration with Sponsors, Inc., (40th Anniversary providing transitional housing and employment opportunities to people who are released from Oregon prisons and jail in Lane County), the UNESCO/UO Conference on “Prisons, Compassion, and Peace,” with various events held throughout the community including the Eugene Opera’s production of “Dead Man Walking.” The Visions from Within featured fine art in a wide variety of media, by artists currently or formerly incarcerated in Oregon prisons.  Proceeds from art sales benefitted Sponsors, Inc. and DIVA.

Juror, Día de los Muertos Art Exhibition, Maude Kerns Art Center, Eugene, OR.  October 2009, 2012. 

Curator, Public Art for Lane Community College Health & Wellness Center, Eugene, OR.  

April 2011.

Curator, Student Art Show, Linn-Benton Community College, Albany, OR.  May 2010.
Writer
· On facebook https://www.facebook.com/MAlexisJordan, write about arts and culture in our community.
· Op Ed, “What About a Downtown Visual Arts Center?” June 8, 2013 Register-Guard, Eugene
· Op Ed, “Visionary benefactor could save Eugene’s art deco post office,” August 28, 2010 Register-Guard, Eugene
· Outline of the testimony presented at the Joint Ways & Means Committee hearing on the Governor’s budget, on behalf of arts and culture, April 13, 2007

SKILLS
· Meeting, conference and festival planning 

· Public speaking 

· Media work with The Shaggy Dog Project, Northwest Media, Inc., and Iris Media  

· Computer slide show presentations design ( spreadsheet formatting ( writing and document processing

· 

Graphic design (PowerPoint, In Design, Illustrator, Photoshop)

· 

Computer Software Experience 
· Microsoft Office Suite (Access, Excel, Publisher, Word) 
· Banner

· Student Data Warehouse

· DuckWeb

· Blackboard

· Web site updating 

· Social Media (Facebook, Twitter, Wordpress Blog program)

· Graphic design (PowerPoint, In Design, Illustrator, Photoshop)

· Bi-lingual (Spanish/English)

· Conference and festival planning 

· Meeting facilitation 

· Public speaking 

References available upon request
