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SUMMARY

Meticulous and results-oriented Production Coordinator with over 8 years of diverse experience in the film and television

industry. Demonstrated expertise in managing complex production schedules, ensuring seamless communication among

departments, and optimizing resource allocation. Proven track record in leveraging advanced project management tools to

enhance workflow efficiency and maintain stringent timelines.

WORK EXPERIENCE

Senior Production Coordinator Visionary Films Jan 2023 - Present

Oversaw production schedules for multiple high-profile projects, ensuring adherence to budget and timeline constraints.

Coordinated logistics and resource management across departments to streamline production workflows.

Implemented project management software that improved communication efficiency by 30%.

Facilitated regular meetings with department heads to assess project progress and resolve issues promptly.

Managed a team of junior coordinators, providing mentorship and guidance on best practices.

Developed and maintained comprehensive production reports for executive review.

Production Assistant Creative Studios Jan 2020 - Dec 2022

Assisted in the coordination of daily production activities, ensuring smooth operations on set.

Supported the logistics of equipment rentals and transportation to optimize production efficiency.

Maintained inventory of production supplies and managed procurement processes.

Collaborated with the art department to ensure timely completion of set designs.

Facilitated communication between cast and crew to enhance overall production morale.

Documented production progress and contributed to post-production reviews.

EDUCATION

Bachelor of Arts in Film Production, University of Southern California Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

Technical Skills: Project Management, Budgeting, Scheduling, Communication, Negotiation, Resource Allocation

Awards/Activities: Successfully coordinated a feature film that grossed over $5 million in its opening weekend.

Awards/Activities: Recognized with the 'Outstanding Production Coordination' award at the Annual Film Festival.

Awards/Activities: Implemented a new inventory management system that reduced costs by 15%.

Languages: English, Spanish, French


