
PROFILE 
Applying research and business development skills for the entertainment industry. 

PROFESSIONAL EXPERIENCE 
OFFICE PRODUCTION ASSISTANT -  TVM PRODUCTIONS -  JAN 2017 -  CURRENT 

Perform administrative tasks in support of the production office for 21st Century Fox’s television series Queen 
of the South on USA Network. Maintain updated spreadsheets on purchase orders and submit petty cash 
expenditures to accounting.  Responsible for updating the master list of vendors and crew contact information. 
Distribute and track scripts, schedules, daily call sheets, and additional paperwork. Ensure that the office is 
always equipped with adequate supplies, craft services, and accurate, up-to-date files. 

ASST. PRODUCTION COORDINATOR -  KINETIC CONTENT — OCT 2016 -  DEC 2016 
Supported both the producer’s unit and production team on Lifetime’s Little Women Dallas. Sourced props 
and costumes, logged and filed appearance releases, prepared petty cash reports and managed the field 
accounting paperwork. Additionally, covered all production office needs including supplies, craft services, 
secondary crew meals and shipping. 

BUSINESS DEVELOPMENT CONSULTANT -  THE ZEN GROUP -  AUG 2016 -  SEP 2016 
Assisted the president and founder of The Zen Group in the creation of financial documents for the CEO and 
Chairman of IcFlix, a subscription video-on-demand service with a strong presence in the Middle East and 
North Africa, for a proposed $200M capital raise to fund a Los Angeles-based production arm for the purpose 
of producing multilingual original content. Researched consumer habits and molded 5-year projections for the 
SVOD’s expansion into territories in Europe, the Americas, and Asia. 

EXECUTIVE ASSISTANT -  CINEVILLE -  APR 2016 -  JULY 2016 
Executive Assistant to the Senior Vice President of Business Development and Strategy of Cineville, an 
independent film company with over 25 years of production and distribution experience of 40+ titles ranging 
from $1-8M. Conducted industry research, fact-checking, and document design in preparation for the rollout 
of a new SVOD platform. Primarily worked on the company’s financial projections as well as an investor’s slide 
deck. 

ASST. PRODUCTION COORDINATOR -  PILGRIM STUDIOS — FEB 2016 -  JUN 2016 
Organized key logistical components of a pilot titled Garage Rehab including transport of trade-out 
equipment, catering, and talent wrangling. Compiled research and field notes for the producers and 
contributed to the preparation and staging of the final reveal location. Following wrap on principal 
photography, coordinated pickup shoot days for both Misfit Garage and Garage Rehab. Subsequently served 
as the assistant production coordinator for upcoming Discovery Channel special “Biketacular”, which included 
planning and executing interview shoot days in both Salt Lake City, UT and Dallas, TX. 
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OFFICE PRODUCTION ASSISTANT -  PILGRIM STUDIOS — JAN 2016 -  FEB 2016 
Completed and logged purchase orders, prepared petty cash reports, obtained appearance releases and 
tracked purchases tied to specific story budgets for Discovery Channel's Misfit Garage. Selected by the Unit 
Production Manager to serve as the Assistant Production Coordinator on Pilgrim Studios’ next project in the 
Dallas area. 

FIELD PRODUCTION ASSISTANT -  QUAIL TV — JUN 2015 -  DEC 2015 
Supported a 40-person crew on DIY’s Texas Flip N Move through production runs, craft services, extras 
wrangling, transportation and appearance releases. Also assisted the art department with purchase order 
logging and tracking. 

PRODUCTION ASSISTANT -  VARIOUS COMPANIES -  NOV 2014 -  OCT 2015 
Notable productions include So You Think You Can Dance, The Briefcase, Second Chance, Cold Justice, 50th 
ACM Awards, Knock Knock Live and Better Late Than Never. 

F ILM ACQUISITIONS SPECIALIST — SHRWOOD TV -  JAN 2015 -  JUL 2015 
Sourced quality short films for a startup streaming service and established contact with filmmakers, guiding 
them through the entirety of the upload process. Introduced new interns to their responsibilities and 
monitored Shrwood TV’s social media pages. 

EVENT SUPERVISOR -  GLOBAL SPECTRUM -  DEC 2013 -  OCT 2014 
Led the event services team and served as the front of house contact at the Roanoke Civic Center during 
various live events including concerts, trade shows and athletic competitions. 

ADMINISTRATIVE ASSISTANT -  AKT3 COMPANY -  AUG 2011 -  AUG 2013 
Arranged meetings and took notes for the company president of a theatrical and television lighting 
manufacturer’s representative. Completed an overhaul of the client records system and provided 
organizational support to the sales team. 

EDUCATION 
FULL SAIL UNIVERSITY -  WINTER PARK, FL -  M.S. ENTERTAINMENT BUSINESS (2014) 
Relevant coursework included leadership; team and project management; finance; brand development; 
digital marketing; entertainment law; and a final project that included a mock business plan for a film 
production company. Graduated class valedictorian with a 4.0 GPA. 

VIRGINIA TECH -  BLACKSBURG, VA -  B.A. THEATRE ARTS (2013) 
Stage management and performance focus, augmented by supportive courses in script analysis, cinema 
studies and design. Recipient of the Theatre Arts scholarship in 2010, 2011 and 2012. Graduated magna cum 
laude with a 3.72 GPA.
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