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	Experience
	Current   The Hollywood Bowl, Los Angeles, CA

Assistant to Concert Production Supervisor / Special Events Manager

- Assist Production Supervisor in daily office duties, phone calls, mailings

- Update and distribute scheduling and other important information

- Draft and send contracts to clients

- Assist Production Supervisor during concerts and on-location TV/Film shoots

- Assist with invoices, cost estimates and final settlements

- Interface with clients and high profile artists with confidentiality

	
	May 04 –2006 Radioplastic
Designer / Music Consultant

- Print and Web design for various clients in the film and music industry

- Electronic Press Kit design for artists

- Independent consultation for companies including concerts, print and web promotion, design and events 



	
	2002 - 2003 Offshore Entertainment Group Vineyard Haven, MA
Intern, Promotion, Marketing

- General office duties including: mail, phones, office upkeep

- Marketed and promoted over 20 concerts and showcases in the northeast 

- Gained copyright and publishing for artists songs 

- Artist management and A&R for three Artists

- Co-executive produced 4 albums
- Booked studio time, engineers, musicians and concert venues 
- Maintained relations with Radio and garnered airplay for artists



	
	2001- 2004 Southern Nazarene University, New Student Orientation Oklahoma City, OK
Administrative Assistant   

- Assisted Director with planning events, office details (phone, mailings), email, vender contacts, scheduling, and budgets

- Promotion for events, talent showcases

- Handled all communication between venders, venues, printers and publications
- Planned and executed events for over 500 students, faculty and donors

- Designed print and web materials and promotion pieces for events  

- Set up travel and transportation to various sites

	Education
	2000-2004 Southern Nazarene University Bethany, OK
Bachelor of Science, Music Business 
Related Courses: Marketing & Sales, Consumer Behavior, Human Resource Management, Business Communications, Music Technology, Recording & Engineering.

	
	2002-2003 Contemporary Music Center Martha’s Vineyard, MA
Executive Track
Grade Point Average: 4.0 
Selected from hundreds of college students to participate, learn and work with 29 other selected individuals interested in the Music Industry 
Related Courses: Inside the Music Industry, Artist Management, Artist & Repertoire, Music Marketing & Sales and Practicum.



	Skills
	Expert Skill Level: Microsoft Office (Word, Outlook, Excel, Power Point, etc), Mac OS and PC platforms, Adobe Photoshop, HTML, Internet Explorer/research

	Additional Information
	References available.
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