Richard R. Thuma
149 Wood Street
(617) 930-1130
Lexington, MA 02421
richthuma@gmail.com
EXPERIENCE
Joe Kennedy for Congress
Newton, MA
Deputy Director of Scheduling
03/12 - Present
· Responsible for vetting and scheduling events for the candidate to attend. 

· Wrote briefings and biographies to inform candidate of his role at each campaign event, detail individuals he was to meet, and alert him to any potential controversies or concerns
· Aided the Director of Scheduling in her day-to-day responsibilities, including drafting schedules, contacting key attendees/hosts, and negotiating transactions on behalf of the campaign
· Organized the Rides to the Polls Operation throughout the Massachusetts 4th Congressional District for both the primary and general election
· Coordinated with six district offices and two campaigns, and recruited a volunteer infrastructure to arrange rides for supporters to their polling location
Orlans Moran PLLC 
Boston, MA
Mail Clerk and Office Assistant
07/09 - 12/09
· Managed and handled incoming and outgoing mail, as well as the delivery and certification of legal documents at the local courthouse
· Answered consumer inquiries via phone and face-to-face meeting regarding the home foreclosure process
· Tracked cases as they worked their way through the legal system
Massachusetts Office of Consumer Affairs and Business Regulation
 Boston, MA







Consumer Information Specialist
07/08 - 01/09










· Answered consumer inquiries via phone, email, and face-to-face meeting
· Logged cases, made phone calls, and sent written correspondence to coordinate office’s Home Improvement Arbitration Program

· Responsible for making sure all actions of co-workers were compliant with office policy and Massachusetts Consumer Protection Law

· Chosen by supervisor to stay two extra weeks to train the incoming group of co-op students  

Massachusetts House of Representatives
 Boston, MA







Intern for Representative Geraldo Alicea (D-Charlton)
05/07 - 08/07










· Organized and answered constituent letters and phone calls
· Tracked constituent input as Rep. Alicea considered his position concerning gay marriage
· Researched and prepared position papers, including a speech on bio-terror readiness and response
· Volunteered to greet and organize elected officials at National Conference of State Legislatures
· Created and managed press folders containing news of issues relevant to Rep. Alicea

· Gained experience using Microsoft Office, including Word, Mail Merge, Power Point, Excel, Outlook, and Access
EDUCATION
Northeastern University
Boston, MA
B.S. in Political Science, cum laude, 2010
· Honors and Awards: Dean’s List, Dean’s Scholarship, National Political Science Honorary Society (Pi Sigma Alpha), National Society of Collegiate Scholars
· Clubs and Activities: NU College Democrats, Political Science Student Association
PERSONAL
· Graduated from Lexington High School, Class of 2006, attained working knowledge of Spanish
· Completed over 80 hours of volunteer work, including helping run a local Special Olympics Competition and teaching P.E. at Skills and Thrills Summer Camp
· Please see attached sheet for references
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