
 

Lauralei Garrity 
Writer, organizer, and literary citizen.  

20730 Empire Ave. Apt #120 Bend, 
OR 97701  
(865)-973-5492 
lauralei.garrity@gmail.com  
 

EXPERIENCE 

Expii Inc., Pittsburgh, PA — Operations Assistant 
July 2017- June 2018 

As Expii’s Operations Assistant, I managed the office and the CEO’s schedule, 
performed logistics work for company events and projects, and wrote marketing 
materials, including blog posts and the content on the company website, as well 
as several grant proposals, one of which reaching up to $1,000,000. I also acted 
as the office Bookkeeper.  

Amazing Books and Records, Pittsburgh, PA — Downtown Branch 
Manager 
April 2017-July 2017 

During my time at Amazing Books and Records, I created a positive store 
environment through cleanliness and customer service. I also wrote and edited 
the store’s first training manual for new employees.  

Carnegie Mellon University, International Film Festival, 
Pittsburgh, PA — Assistant Director 
Fall 2014- Spring 2017 

My duties as the Assistant Director of this non-profit organization included:  

● Writing grant proposals and organizing grant-writing initiatives, 
● Writing promotional materials for the film festival’s website, program 

brochure, and social media, 
● Writing and updating Intern Training Manuals, 
● Creating briefs for Festival Director's professional meetings and 

calendar, 
● Managing and leading a team of 25-30 interns each year, 
● Organizing event logistics, including the implementation of timelines 

for large-scale projects, 
● Assisting in Marketing and PR projects, 
● Interviewing intern applicants,  
● Building Festival budgets, 
● Orchestrating special guest itineraries, 
● Directing team meetings and overseeing interns’ weekly timelines, 
● Acting as a leader and support system for interns,  
● Documenting organizational efforts within Microsoft Suite programs as 

well as Google Forms, 
● Collecting and managing Festival expenses. 

SKILLS 

Grant writing 
Promotional Writing 
Professional Writing 
Budget-Building 
Bookkeeping Training 
Office Management 
Event Logistics 
Marketing 

PROJECTS 

Novel — In the Company of Finxes 

I am currently writing and 
revising my first novel.   

Rebel-Mouthed Books — Website 

In addition to my novel, I am 
developing a website called 
RebelMouthed Books, whose 
mission is to connect readers and 
writers with the materials and the 
communities they need to help 
them achieve their goals. 

EDUCATION 

University of Pittsburgh, 
Pittsburgh, PA — English Writing 
and Film Studies 
August 2013 - December 2016 

West High School, Knoxville, TN 
— IB (International Baccalaureate) 
Full Diploma 
August 2009 - May 2013 

mailto:lauralei.garrity@gmail.com


Pittsburgh Magazine, Pittsburgh, PA — Editorial Intern 
August 2015-December 2015 

As the editorial intern, I wrote blog posts for the Pittsburgh Magazine’s daily 
blog, “The 412,” as well as in-issue segments for the printed magazine. I also 
fact-checked website and print material, researched and wrote listings, wrote 
blurbs for weekly e-newsletters, and assisted on-site at magazine public events. 

 

 

 

 


