
Cathy Hendrix 
1501 Preston Drive,  Nashville, Tennessee 37206 
Phone: 615-415-8211     E-Mail: cathyhendrix@mac.com 

Objective 

I’m seeking a job in which to utilize the skill set acquired while working as Director of Communications for a 
religious organization. I will accept a position that is challenging and allows me to be creative. I hope to find a 
good fit for the long-term. 

Experience 

Director of Communications, Full Time 
Episcopal Diocese of Tennessee – Nashville, Tennessee February 5, 2005-February 27, 2015 

§ Conceived, wrote, designed and published a monthly magazine for the Diocese of Tennessee using MS 
Publisher; coordinated printing and managed mail list for same 

§ Wrote, prepared and sent a weekly email blast using EMMA; managed email list for same 
§ Designed and was content administrator of the diocesan website using WordPress and Photoshop 
§ Designed and prepared all printed material to come out of the diocese, including ordination invitations, 

ordination certificates, other invitations and cards, twice-yearly brochure for annual fund drive, diocesan 
Christmas ornament, diocesan car window decal, letterhead and other stationary items and other printed 
material as needed 

§ Organized (along with others) the diocesan annual convention, facilitated selection of a theme and logo, 
prepared all printed material such as signage, convention book and convention journal, designed online 
registration, trained clergy on registration, prepared all credentials, trained volunteers, booked exhibitors 

§ Photographed many of the images used in printed materials 
§ Designed and facilitated the production of a new diocesan banner 
§ Cross-trained on executive assistant position; later trained two new hires in that position 
§ Cross-trained on database manager position; later trained new hire in that position 
§ Oversaw packing the office of 18 years and supervised the move to a new facility; unpacked 
§ Managed inventory in multiple storage facilities; managed packing of files for archives off site 
§ Designed and facilitated all signage at new campus 
§ Handled phone calls on general queries and more sensitive issues 
§ Greeted visitors to the diocesan office; arranged hospitality for meetings and other gatherings 
§ Worked closely with clergy and lay staff of nearly 50 churches in middle Tennessee 
§ Worked closely with the bishop, canons, and other staff of the Diocese of Tennessee 

Artist Management Consultant 
Michael Dixon Management – Franklin, Tennessee November 1999-present 

§ Engages in management duties of a worldwide musical artist, acting as liaison between the artist and his 
record labels, booking agents, publicists, band and others 

§ Manages the artist’s schedule, coordinating recordings, tours, interviews and all other engagements 
§ Manages the artist’s Social Media, including his website, Facebook, Twitter, YouTube, Spotify and more 

Employment details beyond these will be provided upon request. 

Education 

Louisiana State University, Baton Rouge, Louisiana  1981-1983 

I attended Louisiana State University for six semesters in a Liberal Arts Curriculum. My main areas of study were 
English Literature, Psychology, Theater, and Communications. During all six semesters, I worked at the college 
radio station with a regular 4-hour shift on Sunday afternoons. For the final three semesters, I was Traffic Director 
for the radio station, which involved keeping logs of scheduled shift and music played during those shifts, 
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compiling stats and report them to the appropriate publications. It was during my time at LSU and because of my 
exposure to the music industry through the radio station that I begin my career in the music industry, which 
included jobs doing publicity and promotion. 

Morgan City High School, Morgan City, Louisiana Fall 1972-Spring 1976 

In the four years of high school, my main areas of study were English (advanced placement classes), drama, band 
and choir. It was during this time in which I worked for my father in his advertising and graphic design firm, 
starting my interest in writing and marketing using printed materials. 

Skills 

I am proficient with both PC and Mac computer systems. My speaking, spelling and grammar skills are above 
average. I type 60+ words per minute. Other office skills are reflected in the job description above.  

 

 


