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EXPERIENCE: 
Freelance –  Real i ty  Televis ion,  Documentary-Sty le  Branded Content  and Documentary Fi lm        2011 -  PRESENT 
Uni t  Product ion  Manager  /  Assoc ia te  Producer   /  Post  Product ion  /  Superv isor  Coord inator  

•  Negot ia te  cos ts  to  remain  wi th in  budget  
•  Create  and adapt  product ion  schedu les  
•  Hire  c rew,  source equ ipment ,  a r range permiss ions  & fac i l i ta te  r i sk  assessment  
•  Coord inate  t rave l ,  c lear  locat ions  and permi ts ,  ta lent  manager  fo r  shoots  
•  Manage cost  t rackers  fo r  a l l  p roduct ion  cos ts 
•  Direc t  contac t  fo r  ce lebr i ty  management  & hand le  a l l  ta lent  log is t i cs  
•  Lia ise  between ta lent ,  cas t ,  lega l ,  media  l i cens ing,  and product ion  ass is tants  

CREDITS:  Pret ty .  S t rong.  (Oxygen) ,  Best  o f  the  Fest  (VH1) ,  Summer  Pass  (MTV) ,  CoverGi r l  VMA Recap 2016  (MTV) ,  
Look Di f fe rent  (MTV) ,  Houzz Pro  Minute  –  Seat t le  (Houzz) ,  Symphony o f  the  So i l  (L i l y  F i lms) ,  MTV Mov ie  Awards 

L ive  St ream 2016 (MTV) ,  The Replacement  (Monsoon Media  LLC) ,  BET Awards  2017 d ig i ta l  (BET) ,  Th is  C lose S2 
(Sundance) ,  HP In terna l  (HP) ,  Iggy  Aza lea Sav ior  f t .  Quavo (Boy in  the  Cast le ,  2018) ,  Dan ie l  Caesar  Best  Par t  f t .  

H.E.R.  (Mad Ruk Product ions ,  2018) ,  Mac and Cheese (Panera ,  Buzzfeed) ,  PrEP (Un icorns  & Unicorns) ,  
McDonald ’s  (Superbowl  L IV) ,  Beef  House (Adu l t  Swim) ,   Sabr ina  Carpenter  In  My Bed  (V isua l izer  V ideo,  2019) ,  
Superhero  Workshop (D iscovery  K ids ,2020) ,  Murder  fo r  H i re  (S2,  Oxygen) ,  Ready for  Red Carpet  (Samsung,  
Buzzfeed) ,  Ta lk  T ime (ROK Product ions) ,  Happy Meal  Commerc ia ls :  “F i rs t  B ike  Ride” ,  “D iscovery  Mindb lown” ,  
“Fast  & Fur ious” ,  “Sp i r i t ”  (McDonalds ,  2019) ,  Pacerv i l le :  The Mov ie  (Pacerv i l le  LLC,  2021) ,  Second Chance Ret reat  
( ITV Amer ica /HBO Max,  2021)  

 
Rel l ik  Pictures                            2018 -  2020 
Post  Product ion  Superv isor  /  Product ion  Coord inator  /   2 n d  Ass is tant  D i rec tor   

•  Oversaw da i l y  work  f low,  main ta ined da i l y  schedu les ,  ta lent  communicat ion  
•  Organized t rave l  accommodat ions   
•  Fostered communicat ion  between post  depar tments  
•  Tracked progress  o f  ed i t  
•  Acqui red assets  fo r  de l i verab les  
•  Media  de l i very  fo r  na t iona l / in ternat iona l  screen ings 
•  Asset  de l i very  fo r  d is t r ibu t ion  

CREDITS:  Ashes  (The Orchard ,  2019) ,  Ki l le r  Therapy  (4Dig i ta l ,  2019)  
 
Mediavest  Spark                 2017 
Content  Assoc ia te  

•  Creat ive  content  ideat ion ,  POV,  deve lopment ,  des ign,  presenta t ion  and product ion  
•  Worked in  lock-s tep wi th  in terna l  content  team,  media  par tners  and pub l ishers ,  s t ra tegy,  ac t iva t ion  teams 
•  Designed pr in t  and brand co l la tera l ,  bo th  fo r  c l ien ts  and in terna l  b rand ing  
•  Par t ic ipant  in  c ross  brand bra ins torms 
•  Kept  up wi th  des ign t rends and techno logy  
•  Creat ive  respons ib i l i t y  fo r  soc ia l  media  :15 & :30 second v ideo s lo ts  

CLIENTS:  Crate  & Bar re l ,  De l ta  
 

Pixar  Animat ion Studios                2015 -  2016 
Product ion  Ass is tant  /  Coord inator   

S tereoscop ic  3D /  Creat ive  F i lm Serv ices  /  In ternat iona l  /  Spec ia l  Pro jec ts  

•  Oversaw da i ly  work f low,  schedu le  da i ly  v iewings o f  f i lm content  



•  Mainta ined depar tment  ca lendars  wi th  rea l  t ime updates ,  & not i fy  a t tendees o f  changes 
•  Fac i l i ta ted in ternat iona l  t rans la t ion  orders  in  fea ture  & t ra i le r  tex t  
•  Submi t ted  f ina l  f i lm logs  to  pos t  fo r  theat r i ca l  & DVD master ing 
•  Coord inated t rave l  and i t inerar ies  fo r  managers  
•  Mainta ined shot  database t rack ing shot  progress  unt i l  marked f ina l  
•  Fi led  & t racked expense re imbursements  th rough payro l l  

CREDITS:  Find ing Dory  (Feature) ,  Piper  (Shor t )  
 
Li ly  F i lms                   2014  
Assoc ia te  Producer  /  Of f i ce  Manager  

•  Mainta ined payro l l  and communicat ions  wi th  company accountant  
•  Organized t rave l  accommodat ions  and schedu les  
•  Oversaw da i l y  work  f low,  main ta ined company ca lendar ,  c l ien t  communicat ions  
•  Generated quar ter ly  repor ts ,  genera l  sa le  repor ts  
•  Media  de l i very  fo r  na t iona l / in ternat iona l  screen ings,  in  house d is t r ibu t ion 

 
Hoff  Product ions                 2012 -  2016 
Assoc ia te  Producer  /  Researcher  

•  Researched c learab le  footage for  main  s tory  
•  Impor ted v ideo footage,  check ing accuracy  and cor rec t  fo rmat t ing  
•  Respons ib le  fo r  ca ta logu ing a l l  acqu i red footage,  SFX,  mus ic ,  aud io  nar ra t ion  impor t  and cut t ing  
•  Obta ined lega l  documenta t ion  o f  a l l  acqu i red media ,  copyr igh t  rev iew & created network  de l iverab les  package 
•  Communicated d i rec t ly  w i th  ed i to rs  and ass is ted in  a l l  immedia te  needs for  cur rent  ed i t  
•  Processed EDL’s  and ass is ted in  cos t  repor ts  
•  Annota ted scr ip t  

CREDITS:  Animals  Gone Wi ld  S1 & S2  (Nat  Geo Wi ld ) ,  Ser ia l  K i l le r  T iger  a t  Large  (An imal  P lanet ) ,   
BuzzKi l le rs  (An imal  P lanet ) ,  Raw to  Ready  (PBS)  
 

EDUCATION: 
The Col lege of  Wi l l iam & Mary Raymond A.  Mason Schoo l  o f  Bus iness            2021 
MBA 
Harold Ramis Fi lm School  –  Chicago,  IL               2017 
Comedic  wr i t ing  and d i rec t ing  in tens ive  (v ia  The Second Ci ty )  
Mil ls  Col lege –  Oakland,  CA                 2012 
BA In termedia  Ar ts ,  Minor  in  F i lm Stud ies  
 
SKILLS: 
COVID-19 Compl iance Off icer  Cert i f icat ion               
Heal th  Educat ion  Serv ices ,  January  2021 
EDITORIAL :  Adobe Su i te ,  Mic rosof t  Su i te ,  Av id ,  Premier ,  FCP9,  DVD Stud io  Pro ,  Af te r  Ef fec ts ,  Compressor  
AUDIO :  ProToo ls  
 


