VIKKI MARTIN
3 Yewbarrow Close, Astley, Manchester. M29 7GA
Telephone: 07540093031
Email: vikki.jane.martin@gmail.com

PROFILE

A highly motivated Broadcast Technologies Graduate looking to gain a position that would lead to a
career in the media within Production Management. Very organised, committed and reliable with
stamina and determination and the motivation to succeed. Excellent communications skills across all
media with a good attention to detail. Personable, friendly and helpful, willing to lend a hand to get
the job done and work flexibly to meet the needs of the business.

KEY SKILLS

» Experience with handling and clearing cash floats

» Great team work skills; capable of working on many projects within groups and in the work
place with other employees; efficient with a calming and reassuring personality which helps
to achieve objectives and develops a good team ethos

» Post Production paper work, experience using Silvermouse

» Creative and enjoys sharing ideas and knowledge with other team members to share and
develop good practice

» Good leadership skills, which have been proven when given the role as a floor manager of a
project; ensuring everyone was carrying out the right work and in the right position in the
studio; also helping members of the team when they are struggling

» Excellent problem solving skills, able to use initiative and communicate effectively

» Excellent ICT skills, confident using Microsoft office and a variety of Adobe programs

MEDIA WORK EXPERIENCE & EMPLOYMENT
ITV Studios Oct 2015 — Dec 2016

Production Secretary — Judge Rinder

Fast paced working environment, preparing for each show. Communicating with guests and talent to
arrange travel and accommodation. Liaising with Producers and Researchers. Coordinating movement of
the days in studio and directing runners with jobs for the day. Interviewing candidates for new runner
roles. Managing cash floats. Post Production paperwork, completing and submitting sheets on
Silvemouse.

Runner — Crown Court (Pilot)

One day running errands for the cast and crew on location for a drama pilot. Assisting on set and going off
location to pick up items they need. Looking after cast, ensuring they had drink and food throughout the
day.

Edit Coordinator/Clip Viewer — You’ve Been Framed!

Working closely with the Producer and Editor to manage the clips during edit. Updating and developing
spreadsheets. Responsible for managing clips and ensuring they are cleared before making the edit.
Liaising with researchers to make sure their clip packages are suitable. Contacting clip owners via
phone/email/letters. Organising show listings and checking they match the show. Sending out
acknowledgment/rejection/shortlist letters. Prioritising work flow so important deadlines are met.
Receiving mail and replying to correspondents. Using own initiative to make a decision on the clips.
Preparing clips for researchers to use in future shows.



True North Productions Production Assistant (work placement) Sept 2015

Helping out with various production teams in the office. Typing out transcripts/logging and
preparing the logging folder. Assisting the casting researcher at an out of office location. Contacting
potential participants on the telephone. Organising spread sheets to update any new research.

Nine Lives Media Production Assistant (work placement) June 2015
Helping the Production Coordinator and Production Manager by researching visas, permits and
travel advice for certain countries. Observed the coordinator completing call sheets, financial
production budgets and release forms. Working in the office helping different members of staff
throughout the week. Observing the recording of a voice over for a series as well as making drinks
and running errands for the staff.

SDMC Productions Production Assistant (work placement) January 2015
Finding potential participants and contacting the current participants to organise meetings. Creating
call sheets and sending them out to the crew. Organising spreadsheets, data input as well as general
helping out around the office. Creative with ideas and suggesting various topics/subject areas to film
documentaries and discussing this with the director.

Varsity Rugby Match Runner October 2014
Setting up and testing equipment for the live event, checking everything was safe and tidy for other
members of the crew; completing a hand over to the next camera operative, ensuring all relevant
information was passed over.

Aspire Student Floor Manager October 2014
Floor Manager, my role was setting up and testing equipment ready for production, during
production liaising with crew resolving any issues and giving help whilst shooting.

RETAIL EMPLOYMENT
Next PLC Sales Assistant Oct 11 — Dec 2012
AX Paris Sales Assistant Sept 10 - Oct 2011

QUALIFICATIONS/EDUCATION

Leeds Metropolitan University (2012 — 2015)

BSC (Hons) Broadcast Media Technologies. Award Classification — Upper Second Class Hons
Pendleton College, Salford 3 A-Levels (2009 — 2010)

Applied Business Studies Grade C, Media Grade C, Dance Grade B

Fred Longworth High School, Tyldesley 13 GCSE’s 2009

| completed 11 GCSE’s including — Maths, English and Science (A - C)

MAJOR ACHIEVEMENTS / OTHER EXPERIENCE

Stand-in for a shows whilst working at ITV on shows, such as University Challenge, Fearne and Gok -
Off the Rails, Coronation Street V Emmerdale Quiz.

Selected to be involved in Leeds Beckett University’s Creative Technology Showcase

Awarded ‘Certificate of Excellence’ for the module Online Content.

Nominated for an Oscar in Media after producing a short film.

PERSONAL INTERESTS
Swimming, exercising and dance. Watching films, catching up with Television and travel.

References are available upon request



