Jane Doe

Actor's Assistant

123-456-7890

jane.doe@example.com

janedoe.com linkedin.com/in/janedoe

¢ Summary
[

Highly organized and detail-oriented Actor's Assistant with 5+ years of
experience in providing exceptional support to actors, ensuring seamless
execution of projects and events. Proven track record of increasing
productivity by 30% and reducing costs by 25% through efficient planning
and coordination.

\

¢ Experience

.

Actor's Assistant

ABC Productions

Provide administrative support to actors, including scheduling,
correspondence, and travel arrangements. Coordinate with production teams
to ensure timely and efficient execution of projects.

e Coordinated travel arrangements for actors, resulting in a 95% on-time
arrival rate

e« Managed actor schedules, ensuring a 25% increase in productivity

Jan 2020 - Present
Los Angeles, CA

o Developed and maintained relationships with actors, agents, and
production teams, resulting in a 90% client retention rate

e Assisted with script analysis, research, and preparation, contributing to a
20% reduction in production time

Actor's Assistant Jun 2018 - Dec 2019

XYZ Studios New York, NY

Provided administrative support to actors, including scheduling,
correspondence, and travel arrangements. Coordinated with production
teams to ensure timely and efficient execution of projects.

o Coordinated casting calls, resulting in a 50% increase in audition
attendance

o Managed actor contracts, ensuring a 99% compliance rate with union
regulations

o Assisted with on-set support, contributing to a 15% reduction in
production delays

e Developed and maintained a database of actor contacts, resulting in a
30% increase in casting efficiency

L

¢ Education

.

2015 - 2019
Los Angeles, CA

Bachelor of Arts
University of California, Los Angeles

Los Angeles, CA

janedoe.com/portfolio

+ Skills

.

L

Scheduling
Communication
Project Management
Time Management
Microsoft Office
Google Suite

Acting

Script Analysis

¢ Languages

English Native

Spanish Fluent

¢ Certificates

.

L

Actor's Assistant
Certification

2020

Actor's Assistant
Certification Program

Completed a comprehensive
certification program in actor
support and administration

¢ Awards

.

Best Actor's Assistant
2020
ABC Productions

Received award for outstanding
support and dedication to actors
and production teams



Theater Arts 3.5

Hobbies

Acting
Writing



