113 W. 5th St. #206

Kansas City, MO 64105

phone 816.471.4948
Jennifer Heldmann Beall
jjheld@umich.edu

www.umich.edu/~jjheld

fax 816.527.0454 


Education
The University of Michigan, School of Information, Ann Arbor, MI

Master of Science in Information, Archives and Records Management concentration, 1999

Rice University, Houston, TX

Bachelor of Arts in Fine Arts and Art History, 1993



Course Highlights
Search & Retrieval  Design & Management of Information Systems and Services  Technology in Design  Management of Electronic Records  Archival Appraisal  Digital Preservation  Access Systems for Archival Material  Practicum in Archival Administration  Representation & Organization of Information  Online Searching & Databases  Database Application Design 



Experience


Heldmann & Co., Grand Rapids, MI 

Webmaster, January 1999 – present                

· Design and maintain web site for online home-building seminar – http://www.byoh.com

· Plan and implement information architecture for web site




Washtenaw Community College, Learning Resource Center, Ann Arbor, MI
Archives Intern, January 1999 – May 1999
· Established physical and intellectual control over existing archival collections

· Made recommendations regarding future collection development
· Conducted inventory of former President’s papers and assisted in accession decisions



Toledo Museum of Art, Library & Archives, Toledo, OH

Library/Archives Intern, January 1998 - August 1998

· Performed copy cataloging and logging in of new acquisitions

· Assigned preliminary classification numbers to books

· Upgraded existing records and bar-coded Museum Catalogs for inclusion in new OPAC system

· Provided reference services to TMA staff, University of Toledo students, and general public

· Processed Edward Drummond Libbey and Libbey Glass Company Collections, including entering of descriptive information into archival records database

· Aided in encapsulation of architectural drawings archival collection

· Recommended 20 new titles for acquisition



Contemporary Arts Museum, Houston, TX

Museum Intern, Fall 1992 – Spring 1993

· Researched On the Road: Selections from the Permanent Collection of the Museum of Contemporary Art, San Diego exhibit and wrote educational materials to be used in public school outreach programs 

· Database entry for curatorial department

· Fundraising and development work



Grand Rapids Art Museum, Grand Rapids, MI

Museum Intern, Summer 1992

· Researched Other Images: Other Realities – Mexican Photography Since 1930 exhibit and wrote accompanying text for gallery wall placards

· Assisted in installation of the corresponding exhibit on Latin American culture in the Passageways Childrens' Gallery


Rice University Art Gallery, Houston, TX

Museum Intern, Spring 1992

· Performed accession work for the Rice University Art Collection, including research on new acquisitions, descriptive data entry, determination of condition and storage needs

· Aided in exhibition preparation and installation 

· Responsible for campus-wide publicity of gallery events


Additional

Experience
Fantastic Records USA, Ann Arbor, MI 

Proprietor, January 1995 – present       

· Carry out all duties related to running small independent record label, including A&R/selection of bands, manufacturing, international distribution, accounting/bookkeeping, advertising, graphic design work for both print media and WWW – http://www.fantasticpop.com 

Construction Loan Management, Grand Rapids, MI

Appraiser/Inspector, August 1994 – June 1999 

· Assessed value of homes under construction throughout state of Michigan 

KTRU-fm, Rice University Radio, Houston, TX – 1990 – 1993

WCBN-fm, University of Michigan, Ann Arbor, MI – 1998 - 1999

Chief Announcer, 1998 - 1999

DJ Director/ Program Director, 1992 - 1993

Assistant General Manager, 1991 - 1992

Senior Assistant Music Director, 1990 - 1992

· Assisted General Manager in day-to-day operations of 50,000 watt radio station 

· Worked to ensure compliance with FCC regulations

· Oversaw selection, training, and scheduling of DJs

· Revised KTRU DJ Training Manual

· Cataloged and reviewed new music acquisitions

· Assisted in playlist decisions, playlist tracking and reporting to trade journals

· Helped in the planning of numerous on-campus concerts

· Hosted weekly freeform radio show

Willy's Pub, Rice University, Houston, TX

Head Bartender, September 1990 - May 1993 

· Responsible for weekly scheduling and payroll record-keeping

· Oversaw the hiring and training of new staff



Skills
· Windows NT/98/95, Windows 3.x, Mac OS, DOS, and UNIX operating systems

· Proficiency in Microsoft Office ’97 (Word, Access, Excel, PowerPoint)

· Online searching using Dialog, Nexis, and multiple WWW-based search tools

· Web site design using HTML and Macromedia Dreamweaver

· Database application design experience using IDEF1X data modeling, SQL, and Oracle 

· Experience in creating EAD finding aids

· Graphic design and desktop publishing using Photoshop and PageMaker

· Strong communication, teamwork, and organizational skills



References
Available upon request

