
OBJECTIVE: Administrative Assistant

SUMMARY OF QUALIFICATIONS

• Seven years of administrative experience
• Remarkable communication and organizational skills
• Proficient in a variety of programs such as: Microsoft Word, Excel, PowerPoint, Photoshop, and Illustrator
• Extremely professional attitude and demeanor
• Bilingual English/Spanish

EXPERIENCE

CLTV, Oak Brook, IL
Freelance Producer, March 2007 – Present

• Wrote scripts and field produced for CLTV News and program “Homes Plus”
• Associate produced “Re-invent your Kitchen” program for Sears appliances (aired April 08)
• Researched news stories and background information for CLTV News, Homes Plus and Sears show
• Conducted interviews and logged tapes for Homes Plus, CLTV News and Sears

WISHING STAR PRODUCTIONS, Schaumburg, IL
Owner, June 2003 - Present

• Generate new clients through various forms of advertising including web, print, and wedding expos
• Draft contracts and analyze budget
• Set up meetings with potential clients
• Manage material and post on website
• Filmed, edited and planned over 50 weddings

NBC, Hollywood, CA
Production and Post Production Intern, Sept 2005 – Dec 2005

• Wrote press releases and daily reports
• Set up production schedules and answered phone calls

WHEELING ANIMAL HOSPITAL AND PET RESORT, Wheeling, IL
Public Relations Manager Sept 2001 – Dec 2004

• Designed brochures and newsletters
• Coordinated Animal Shelter fundraising projects and Pet Parades
• Monitored advertising techniques through web, print, and referral programs
• Conducted interviews, managed client files and scheduled appointments

EDUCATION
The Illinois Institute of Art-Schaumburg-Bachelor of Fine Arts in Digital Media Production- 06/08



RELATED EXPERIENCE

• Production Assistant for Rachel Ray show episode with Ty Pennington at Kitchen and Bath Industry Show
in April 2008

• Volunteered for Omni Youth Services producing anti-drug commercials and programs from 1998 to 2000
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