Maeve Fairbanks
(218) 591 8771 | Fairbanksmaeve@gmail.com
Bozeman, MT
					                  
PROFESSIONAL EXPERIENCE

California Native Vote Project | Los Angeles, CA				               June 2024 – November 2025 
Executive Assistant to the Executive Director		
· Prepared correspondences, reports, and memos on behalf of the ED.
· Managed the ED’s calendar and scheduling requests.
· Developed project timelines, managed workflows, and tracked deadlines for the ED. 
· Assisted the Development Manager with donor outreach and grant applications.
· Compiled quarterly performance measures data to articulate program outcomes to the advisory board.
· Delivered weekly status reports to the ED for ongoing projects.
· Upkept spreadsheets, documents, and Monday Boards related to administrative activities.
· Coordinated meeting logistics, drafted meeting materials, and captured meeting minutes.
· Tracked expenses, processed invoices and contracts, and created expense reports in NetSuite.
· Planned quarterly corporate retreats for the Senior Leadership Team. 
· Supported the organization and facilitation of special events, meetings, and workshops. 

Emergence Creative Agency | New York, NY			   		            June 2023 – June 2024 
Associate Copywriter								 	          
· Developed long and short form copy across multiple formats, including website content, newsletters, social media campaigns, print mailers, app content, and blog posts.
· Conducted desk research and stakeholder interviews to inform strategic messaging.
· Prepared presentation decks for client meetings.
· Worked with a variety of clients in the healthcare, engineering, environmental, and nonprofit fields.

McTavish Quilting Studio and Fabric | Duluth, MN			                                        June 2022 – June 2023 
Project Coordinator							 	          
· Managed retail operations, including customer service, inventory oversight, and merchandising.
· Developed a monthly newsletter, resulting in a measurable increase in online orders. 
· Coordinated in-store events, including monthly Quilt Guild meetings and community sew nights.
· Assisted the owner with sewing projects. 	
			 					          
EDUCATION 

Dartmouth College | Hanover, NH									        June 2022
Bachelor of Arts in English Literature and Creative Writing

OTHER EXPERIENCE 

Hopkins Center for the Arts at Dartmouth | Hanover, NH			              September 2018 – June 2023
Production Fellow & Writing Associate									      

Dartmouth Department of Anthropology | Hanover, NH		    	                       March 2020 – June 2022
Research Assistant								      

ACHIEVEMENTS

· Published research on the etymology of the word “orangutan” in the International Journal of Primatology. 
· Edited The Seven Generations and the Seven Grandfather Teachings by James Vukelich for form and content. 
· Recipient of the Mecklin Prize at Dartmouth for the best student writing in nonfiction in 2020 and 2022.
