
Professional Experience

Irving Bible Church (IBC)  
Communications Manager 
May 2015-Present 
 
Communications Assistant   
October 2011-May 2015 
Irving, TX

Aspen Global  
Personal Assistant to  
the CEO/President  
April 2010-September 2011
Fort Worth, TX

Education

Texas A&M University, College Station, TX
Bachelor of Arts in English, May 2009

 » Project Manager for three designers
 » Manager of two interns
 » Editor of Chatter, a publication of Irving Bible Church from 2016-2017
 » Editor of all content and stories that IBC produces
 » Lead strategist for all communication for 20+ ministries at IBC
 » Producer of multiple video projects
 » Co-Coordinator of a large scale charity fashion show
 » Communications Director for charity fashion show 
 » Manager of 10+ volunteers for charity fashion show 

817.201.6583 — victoriaclaireandrews@gmail.com — Dallas, TX
Portfolio: victoriaclaireandrews.com

V I C T O R I A A N D R E W S 

STRENGTHS
Communication

Leadership

Social Media Management

Research

Project Management

Storytelling

WRITING
Copywriting

Social Media 

Print and Web 

Blog and Content Writing 

Technology
Adobe Creative Suite

Basecamp

Hootsuite

MailChimp

Microsoft Office

Craft CMS

Wordpress CMS

Central Market  
Floral/Service  
September 2009-April 2010
Fort Worth, TX

George H.W. Bush Library 
and Museum   
Public Relations Intern  
May 2007-December 2007
College Station, TX

I connect people and information 
to accomplish goals. 

Management and Leadership Experience



Leadership    

Throughout my life I've been in 
numerous leadership positions. 
These positions include: 
county-wide leadership for 4-H in 
high school, serving on a Memorial 
Student Center Committee at Texas 
A&M, and currently coordinating 
a large-scale charity fashion show 
each year. 

In high school and in my twenties, I 
owned my own home baking busi-
ness which helped me develop entre-
preneurial skills and learn how to 
develop a project from the ground up.

In my professional life, I've worked 
with exceptional leaders who've 
taught me how to lead from 
wherever I am placed. Currently, that 
has included the management of two 
interns, working closely with senior 
staff to achieve objectives, and mak-
ing sure our department supports the 
vision of the organization. 

Management   

At IBC, I am the hub for our team 
working with our Communications 
Pastor, three designers, and the 50+ 
members of staff. My position re-
quires high levels of organization, at-
tention to detail, and confidentiality. 
It also requires that I be able to work 
with everyone from our Executive 
Pastors to interns. 

I manage a twice yearly process 
where we create individual commu-
nications strategies for 20+ depart-
ments. Within this process, I develop 
the overall communications strategy 
for IBC that we will employ for that 
time span. 

Additionally, I serve as the project 
manager for three designers for all 
print and digital jobs. This inculdes 
keeping items current on the job 
list; obtaining, creating, and editing 
content; managing the proofing 
process with the departments; and 
working with our printers to com-
plete projects.  

 
Communication

As the IBC Communications 
Manager, I serve as the represen-
tative for the department. Through 
constant interaction with all mem-
bers of our staff, from leadership to 
interns, I have developed my 
interpersonal communication and 
presentation skills. 

With my experience as the main 
writer and editor for all projects 
within the Communications De-
partment, I am adept at creating, 
proofing, and finalizing content for 
various types of projects. Each week 
I manage a high-level of content for 
all areas of communications from 
print to social media to web. 

I have extensive experience in 
editing, copy writing, social media 
content, storytelling, short and long 
form writing. 

More Info 


