James R. Tardif

413 Union St.
Aberdeen, MD 21001
(410)272-7786

 jrtardif@gmail.com
Education:
9-99 to 5-03

Frostburg State University



Frostburg, Maryland




B.S. in English (Honors Program) 
Experience:

8-16-06 to 10-31-10    Barnes and Noble, Inc.



New York, NY; Ellicott City, MD, USA




Merchandise Manager/ Digital Sales Lead

· Drove sales of NOOK eReader device

· Provided technical support and customer service 

· Trained staff on sales technique, device repair, and maintaining store standards

· Managed a staff in excess of 40 employees
· Responsible for store operations throughout shift, including opening, closing, and cash management

1-1-05 to 8-15-06       Olgoonik Logistics LLC



Anchorage, AK; Aberdeen Proving Ground, MD, USA



Technical Writer

· Maintained familiarity with latest formats, specifications, and quality requirements
· Edited and proofread technical documents and open literature for presentation and publication
· Rewrote portions of text to improve clarity, completeness, and cogency by correcting grammar, punctuation, misstatements, spelling, and ambiguity
· Met with authors throughout publishing process to ensure intellectual purity and technical accuracy
9-2-03 to 12-31-05
Business Plus Corporation



Hampton, VA; Aberdeen Proving Ground, MD, USA



Asst. Program Manager/Technical Writer
· Instructed employees on overall tasks and job techniques

· Ensured compliance with established contractor procedures and instructions as supplemented by Government standards

· Maintained familiarity with latest formats, specifications, and quality requirements

· Edited and proofread technical documents and open literature for presentation and publication

· Rewrote portions of text to improve clarity, completeness, and cogency by correcting grammar, punctuation, misstatements, spelling, and ambiguity
6-1-03 to 8-19-03  
Office of Conferences and Events

6-1-02 to 8-19-02
Frostburg State University

6-1-01 to 8-19-01
Frostburg, Maryland, USA
6-1-00 to 8-19-00
Summer Conferences Manager

· Assisted conference directors in daily operations providing labor, supplies, rooms, equipment, and meals

· Maintained, with a crew of twelve employees, a 24 hour help desk that provided phone service, linen service, equipment requests (televisions, cables, phones, etc.), manual labor, and a copying machine

· Served as Liaison for the Dayspring Bahá'í Conference and  the FSU Sport Camps by providing check-in and check-out service, registration materials (room keys, meal cards, etc.), records of all campers, troubleshooting conflicts with other camps, and accommodating the director’s needs

6-1-01 to 5-25-02 
Bittersweet Literary Magazine




Frostburg State University




Frostburg, Maryland, USA



Editor-in-Chief

· Composed content and layout for a thirty-two page literary and art magazine containing various student poetry, prose, creative nonfiction, and black/white photography

· Taught a class of fifteen students in editing, proofreading, and presentation

· Advertised for submissions and students through fliers and e-mail solicitations

· Became proficient in the use of QuarkXpress and Excel during creation of the magazine

· Organized a gathering and reading of all the accepted writings by their respective authors

· Edited and proofread accepted submissions

9-1-00 to 3-20-02  
Office of Research and Sponsored Programs
 


Frostburg State University




Frostburg, Maryland, USA



Assistant Editor
· Reviewed contracts and notified director of upcoming contract ending/renewal dates 

· Procured signatures for new and renewed contracts

· Became proficient in Microsoft Outlook and Word

· Proofread and edited original and final draft of contracts

References:  Available upon request
