FIRST AND LAST NAME
Address ∙ City, State ∙ Zip ∙ Phone ∙ email@email.com

EDUCATION

2009
University of the Pacific   Master of Arts, Cinema & TV, Stockton, CA 

2003
St. Mary’s College      Bachelor of Arts, English, Moraga, CA

EMPLOYMENT     
12/2010– present      EXECUTIVE TEMPS, Burbank, CA
Executive Assistant at Warner Bros., DreamWorks, Paramount & HarpoProductions
· Providing support in the following departments: Consumer Products, Business & Legal, Talent, Home Entertainment & Retail Services.
· Performing administrative tasks: answering heavy phones, typing deal memos, responding to email, creating and editing documents in Microsoft Office, booking travel, reconciling purchase orders.
· Coordinated and managed staff meetings. 
7/2010– 12/2010      FILMS UNLIMITED, Los Angeles, CA                                 

Rights & Permissions Coordinator

· Worked closely with traffic department to ensure content is approved and released for proper air date.
· Assisted in legal research of entities.
· Ensured that all titles were within legal compliance of the 2257 regulation law.
· Signed off appropriate delivered materials in legal rights management database.
7/2009 – 7/2010      THE BEST NETWORK, Burbank, CA                                                     

Executive Assistant to SVP of Marketing & Publicity

· Performed all administrative tasks to support the VP & team: phones, Microsoft Office, calendaring.
· Coordinated travel arrangements & special events.
· Interfaced with talent and their representation.
· Developed end-of-month reports in Excel.
· Coordinated press junkets.
TECHNICAL SKILLS
PC and MAC literate, proficient knowledge of SAP, ISUITE, Adobe Suite, Microsoft Word, Excel, Access, Outlook, Power Point, Now Contact, Now Update and Filemaker.

AFFILIATIONS & AWARDS

American Administrators Conference, 2010
Employee of the Month, Quality Studios, June 2010
Writer’s Guild of America
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