Dana Lee Burton
7006 Pantego Drive

Fayetteville, NC 28314

209-588-6882
DLBurton56@gmail.com
Experience
Sales Associate, JCPenney, April 2019-Present
Administrative Assistant, Mountain Lion Foundation, December 2017-February 2018

· Appealed to donors through direct mail outreach.

· Processed donations efficiently to increase non-profit funds.

· Assisted with file organization as needed
Ride Attendant, Funderland Amusement Park, March 2017-October 2017

· Prepped customers to ensure safety and enjoyment of each ride.

· Interacted with guests to improve company relations.

· Processed box office sales in an accurate manner.
Lead Account Manager, Momentum Marketing, January 2013-July 2016

· Provided client with new customers through direct marketing sales.

· Interviewed prospective employees to grow and develop team.

· Planned motivational meetings and presented to large groups.

· Received training & practical experience in data entry and administration duties.

· Attended management in training courses after promotion from entry level.

· Won leadership award at regional conference
Seasonal Cashier, Target, October 2012-January 2013
Intern, Sierra Repertory Theatre, August 2012-September 2012

· Provided stagehand assistance prior to, during, and after productions.

· Reorganized costume shop for maximum efficiency.

· Assisted with mailing for donation appeals.
Sales Associate, Uniform Destination, July 2011-December 2011
Theatre and Art Teacher, Hollywood Recreation Center, March 2011-December 2011

· Developed and planned classes new to the facility

· Provided diverse course content in a variety of artistic fields.

· Advised students on educational experience.
Data Entry Volunteer, American Red Cross, March 2011-July 2011
Seasonal Cashier, Levi's, October 2010-January 2011
Team Leader, Croc's, September 2009-October 2010
Standardized Patient, University of Nevada School of Medicine, January 2009-March 2010

· Accurately portrayed patient during clinic simulation.

· Evaluated medical students on communication skills.

· Provided constructive feedback of interactive experience.
Actress, Goldman & Associates, June 2008-July 2012

· Prepared lines and image for periodic auditions.

· Listened to directions in order to fulfill director's vision.

· Accepted work in a variety of genres including film, television, and modeling.
Assistant Stage Manager, UNLV Department of Theatre, March 2008-April 2008

· Coordinated production goals across multiple departments.

· Assisted with stage set up and closing procedures.

· Learned new skills directly from stage manager.
Data Entry, KPLU, January 2005-May 2006

· Processed donations for non-profit radio station using a data entry program.

· Assisted with various administrative tasks as needed

· Handled classified information with discretion
Education
Bachelor of Arts in Theatre, University of Nevada, Las Vegas, December 2008

· Courses: Advanced Acting, Playwriting, Acting for the Camera, Shakespeare, Set Design, Lighting Design, Costume Design I&II, Stage Management, Directing

· Dean's List Award for 2004 semester
References available upon request.
