Janan Giff

E: janan_giff@hotmail.co.uk Full Clean UK Driving Licence
M: 07517 897 467

Statement

| am an enthusiastic team member with very good attention to detail and excellent communication
skills. I have enjoyed working on diverse projects which have provided me with the confidence to
adapt quickly to changing environments. | am keen to gain more experience to progress further in a
varied and challenging role.

Employment History
BBC CBBC DRAMA ‘Hetty Feather’ Series 3

Production Secretary Studio and location shoot of drama adaption of children’s novel.

May 2016 — Present

e Assisting the Production team with logistics of show including supporting all departments in
preparation for filming

e Liaising with studio and location management to arrange facilities and production
requirements on a daily basis including organising and attending recces

e Sourcing appropriate products, equipment and venues and negotiating fees, including raising
and processing payments for suppliers and contributors

e Completion of LEA Child Performance Licences

BIG TALK PRODUCTIONS CHANNEL 4 ‘Raised By Wolves’ Series 2

Production Secretary Location and studio shoot for comedy drama written by Caitlin

September — December 2015 and Caroline Moran.

e Assisting in the organisation and management of day-to-day logistics of the production

e Sourcing the best products and services for the most reasonable price and establishing good
relations with suppliers

e Monitoring travel and accommodation expense and raising Purchase Orders for suppliers

e Completing documentation and conforming to regulations

BBC CBBC DRAMA ‘Hetty Feather’ Series 2

Production Secretary Studio and location shoot of drama adaption of children’s novel.

June — September 2015

e Assisting Production team with logistics of show including preparation for read-throughs and
rehearsals

e Arranging and coordinating artist travel, accommodation and medicals

e Using BBC systems including Finance

HAYS UK BRETT AGGREGATES

Team Assistant Temporary role in Transport department

February — May 2015

e Creation of Drivers’ Handbook for training and newsletters for all employees

e Administration including filing and organising archived documents

e Progression in role lead to assisting other colleagues including on the shipping team and
Transport Manager

e Inputting of employees’ information on an online system and posting timesheets

BBC CBEEBIES ‘The Furchester Hotel’ Series 1&2
Production Management International co-production with Sesame Workshop of live action,
Assistant studio Muppet hotel sitcom. Working from commission to

September 2013 — Nov 2014  delivery with Production Management team.

e Coordinating auditions and liaising with talent and agents. Included arranging schedules,
distributing audition scripts, compiling call sheets, risk assessments and filming permits, hiring
and setting up filming equipment and overseeing the running of the auditions

e Logging and requesting IT problems and ordering appropriate equipment and stationery

e Arranging workshops in Salford, London and New York including inviting attendees, locating
event spaces and facilities

e Using finance system to raise contracts for contributors and Purchase Orders for suppliers



e Setting up and taking minutes in meetings and conference calls
e Designing and printing small event material including invitations, posters, cards and mugs
using Adobe Photoshop

BBC CBEEBIES ‘Justin’s House’
Talent Runner Pre-recorded studio entertainment show. Working with
August — October 2014 researchers and cast on studio recording days.

e Liaising with and assisting main talent and contributors
e Aiding the Floor Manager with communicating running order and schedule changes

BBC CBEEBIES DEVELOPMENT

Production Runner Researching and contributing to new ideas for preschool age.

July — September 2013

e Researching audience viewing, competition content, collating evidence and interviewing
experts for programme proposals

e Organising content for and attending target audience sessions at schools

e Setting up and completing recces

BBC CBEEBIES ‘Gigglebiz’

Floor Runner Pre-recorded studio and location filming of sketch show.
May- June 2013

e Supporting the AD team to ensure call sheet is adhered to

e Assisting talent and contributors and calling to set

e Interacting and escorting child actors and chaperones.

BBC CBEEBIES DEVELOPMENT

Work Experience Work placement in preschool Development team.

April — May 2013

e Assisting Production Management and Editorial teams to develop potential CBeebies
programming.

NANDO’S CHICKENLAND LTD CASHIER CHATHAM

(Seasonal) Full time Cashier during university holidays at busy restaurant.

July 2010 — September 2012

e Excellent communication for providing great customer service, dealing with complaints whilst
working under pressure and handling cash.

e Experience of training new employees in customer service

First Image Promotions Ltd. PA TO MANAGING DIRECTOR

(Part Time)

March 2007 — July 2010

e Creating and management of various website, administration and financial tasks

e Gained Adobe Photoshop experience through manipulation of photographs and web images

Education
September 2010 —July 2013  The University of Leeds
BA Television Production
1%t Class
September 2007 — June 2010  Fort Pitt Grammar School Sixth Form, Chatham
A-Level: English Literature (A), Business Studies (A), Film Studies
(A), History (B)
September 2003 — July 2007 Fort Pitt Grammar School, Chatham
GCSE: 2 A*,9A,18B
Skills
e BBC training including Working with Children, Safeguarding Management of Productions, Post
Production Paperwork
e BBC Systems: Finance (SAP, Smartbook), P4A, Booking systems
e Proficient in Microsoft software, Final Draft, Adobe Story and Adobe Photoshop

References upon request



