Will Jackson

32 West Fourth Street, New York, NY 100XX
212-324-XXXX (home)
917-893-XXXX (mobile)
willjackson@email.com
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Wrote Magazine Name
Omitted (June 2001) article
entitled Article Title.

Will is intelligent and
gracious. If he were willing
to relocate to Los Angeles, 1
would hire him in an instant.

Name Omitted

Film Director

Los Angeles, California

Qualifications & Attributes
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Among the most industrious
and capable employees we
have ever had.

Name Omitted

Company, Inc.

City, California

Technical Proficiencies
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PERSONAL / CELEBRITY ASSISTANT ® ADMINISTRATIVE MANAGER

Accomplished “people manager” with more than 20 years of experience contributing
o productive and efficient operations of celebrities, executives, and film directors.
Dedicated to translating company values and executive / celebrity requirements into
deliverable objectives.
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PROFESSIONAL PROFILE

Human Service & Administrative Skills

e Planning of international travel and meeting arrangements for executives and
celebrities, including hotel, air / ground travel, and dinner reservations.

Personal assistance services on behalf of visiting clients and celebrities.

On-site “eyes and ears” for international company.

Acquisition of complimentary theater, ballet, and opera tickets.

Arrangements for dinner parties, cocktail parties, and special events. Oversight of
caterers, florists, musicians, security, and limousine services.

Operations & Fiscal Responsibility

Management of corporate office and subsidiary real estate.
Administration of deposits for multiple corporate bank accounts.
Day-to-day operations and office scouting and relocation.
Oversight of personal residences and care.

Administration of payroll.

1 F KopgmuRigations / Correspondence

QLW R Upb&dng and revising business agreements and contracts.
e [Letter writing on behalf of entertainment executives and television / movie stars.
KLGDQ bl screening, dictation, calendar management, and gift selection.

Business Development & Client Relations

XQW 0 IR W relationship management including representative attendance at Broadway
openings and galas.

e Successfully pitched six proposals on behalf of advertising design firm to Los
Angeles-based studios including Warner Bros, Paramount Pictures, Artisan
Entertainment, Universal Studios. Result: six design contracts for movies
including Movie Title Omitted, Movie Title Omitted, and Movie Title Omitted.

WORK HISTORY

Advertising Sales, Freestyle Communications, City, CT 2002-2003
Personal Assistant, Charlotte Pictures, New York, NY 2003
Executive Assistant to CEO, Samantha Advertising, New York, NY 1987-2002
Personal Assistant, Name Omitted, City, CT 1986
Actor, Soap Opera Name Omitted, New York, NY 1984-1986
Personal Assistant,* Celebrity Name, City, CT 1975-1979
EDUCATION

Q Nga&elor of Arts, English, 1984
State University of New York (SUNY), Stony Brook, New York




