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Professional Profile.                                                                                                                                                   
‘A successful Produc.on Secretary with 3+ years’ experience within the media industry, gaining knowledge through working in HETV’ 

As a personable and engaging individual with 20 years of progressive experience in client focused industries, I have used my exper.se 
and transferable skills to successfully transi.on into produc.on for HETV. An enthusias.c and adaptable TV and film crew professional 
with experience on a variety of sets. Skilled at record keeping, crea.ng schedules and booking travel and accommoda.on. Proven track 
record suppor.ng TV produc.on to run smoothly and efficiently. Flexible to travel and work irregular hours to support produc.ons.                         

Core Skills        
NFTS Film Produc8on Co-Ordinator Cer8fied.      Proficient using Set Keeper, Ezypoweb, Google Docs/Sheets systems.     
BBC First Aid and Fire Marshall Cer8fied.              Full UK driving licence and business insurance (25+) inc driving vans. 

        TV Produc8on and Teams Engine .                          Albert and Adgreen Sustainability Trained. 
 
Career Summary   
Produc8on Secretary, Inside Man 7                                                                                                                                           July 2025 – Oct 2025  
SeMng up the produc.on office. Booking crew travel and accommoda.on. InpuMng Adgreen sustainability data. Raising PO’s. 
Maintaining accurate records using Google Docs. Managing the prep diary using Google calendar. Monitoring and comple.ng the daily 
progress and wrap reports. Passport verifica.ons. Promoted to cover the Co-ordinator in absence. Distribu.on of the sides, call sheet 
and schedules. Booking ac.on vehicle insurance. Assis.ng with comple.ng the cast and crew credits list. De-rigging of the produc.on 
office/facility truck, ensuring the off hire of all hired equipment. Produc.on Mental health support Advocate. 
Produc8on Assistant, Chameleon, Twist & Shout.                                                                                                                 May 2025 - June 2025  
Produc8on Co-Ordinator, ‘Wallflower’.                                                                                                                                    May 2025 - May 2025   
Booking crew. Distribu.ng sides, call sheets and schedules. Monitoring and comple.ng the daily report. Maintaining accurate records 
via a tracker. Managing paperwork and files via Google Docs. Sourcing various equipment. Distribu.ng crew contracts.  
Produc8on Assistant/Rushes Runner, ‘Father Brown’ S12 BBC                                                                                           Apr 2024 - Aug 2024 
Rushes runner/produc.on office administrator with pulling sides, raising equipment orders and inpuMng Albert data. Assis.ng the 
Co-ordinator with addi.onal administra.on du.es. Suppor.ng the AD team.  
Produc8on Assistant, ‘D.I Ray’ S2, Hat Trick Produc8ons, BBC1,                                                                                        May 2023 – Aug 2023               
Proficient in pulling sides and call sheets. Passport verifica.ons. Booking cast and crew travel, raising equipment orders. 
Colla.ng informa.on for Albert Sustainability. Monitoring and comple.ng the daily wrap report. Colla.ng the cast & crew credits. 
Rushes Runner when required. Addi.onal driver of large vans for camera department. De-rig of the offices, ensuring the off hire of all 
hired equipment.  Suppor.ng the AD team. Co-ordina.ng with the photographer for BTS.     
Trainee Produc8on Assistant, ‘Man Like Mobeen’ S4, Tiger Aspect Produc8ons, BBC3                                               Nov 2022 - Nov 2022 
Comple.ng Albert Sustainability. Credit lists for cast and crew. Job shadowing in aspects such as producer and produc.on coordinator. 
Checking and distribu.ng scripts. Comple.ng produc.on office call sheets. Handling confiden.al office informa.on for cast 
accommoda.on and crew iden.ty documents. Admin support for the secretary and co-ordinator.   
Loca8on Assistant, ‘Champion’, BBC1                                                                                                                                      Jun 2022 – Oct 2022 
Assist with the availability of loca.ons and crew, recording and upda.ng progress to the team. Co-ordina.ng with all departments to 
ensure the smooth running of the shoot. Ini.al organiser and assistant on set and the last person to clean up a[er wrap. General 
housekeeping du.es during filming. Dealing with field enquires from neighbours and control pedestrian traffic through a shoot. SeMng 
up the rest areas for suppor.ng ar.sts and ar.sts. Hiring and managing daily marshals on set. Delega.ng tasks to marshals based on the 
requirements necessary for the shoot. 



 

Runner Dallies    
BBC - The Hairdresser Mysteries                                                                                                                                                 Nov 2025 - Nov 2025                                        
Knowbe4 USA – ‘Project’                                                                                                                                                              Oct 2025 - Oct 2025 
Produc8on Assistant, ‘Chameleon’, Twist & Shout Communica8ons.                                                                                Sep 2024 - Sep 2024     
BBC - This Town                                                                                                                                                                              Apr 2023 – Apr 2023                                                                                                                                                                         
Apple TV – Silo                                                                                                                                                                                Apr 2023 - Apr 2023 
 

Educa8on     
Birmingham City University  - BA (Hons) Media and Communica.ons.                                                                                Sept 2014 – Jun 2016  

 
Professional Development  
ScreenSkills additional learning -  
Risk Awareness Safety Training. 
Coronavirus basic awareness on production training. 
Addressing unconscious bias: Basic awareness in the workplace training. 
Introduction to mental health at work training. 
Tackling harassment and bullying at work training. 
Work well series training. 
NSPCC ‘Protecting Children In Entertainment’ Certificate.                                                          
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