
Eleanor Coverdale       
London & Kent                  T: +44 (0)7891 609 188 
Ful l ,  c lean dr iv ing l icence                          E: e l l iecoverdale@hotmai l .com                   
Own car with business insurance 
 

I  am a conf ident and responsible graduate with a keen interest in f i lm & TV product ion. I ’m looking for 
Product ion Secretary/Assistant Co-ordinator ro les, which wi l l  enable me to use my product ion knowledge 
and also provide me with the exper ience necessary to progress with in the product ion off ice. I  excel 
work ing in busy sett ings and can easi ly mult i- task and pr ior i t ise dut ies. I  use my in i t iat ive to see what 
needs to be done and work wel l  both independent ly and as part of a team. 
 
 

Employment 
 

Date 
 

Posit ion 
 

Product ion  

 
Feb – 

current   
 

 
Product ion 
Secretary 

 
Guilt (Season 1) 

Lionsgate TV 

 

Producer/Line Producer: Suzanne Reid 
Production Manager: Vaughan Watkins 

Production Coordinator: Kel ly Johns 
 

Nov – Dec 
2015 

 
Product ion 
Secretary  

 
Jekyll & Hyde (Series 2) 

ITV  

 
Line Producer: Emi ly Russel l  

Production Coordinator: Jo Evans 
 

October 
2015 

 
Product ion 
Secretary  

 
Denial 

Shoebox Fi lms / Part ic ipant Media 

 

Line Producer: Cel ia Duval 
Production Manager: Monique Mussel l  
Production Coordinator: Jannika Öberg 

 

May – Oct 
2015 

 
 

Product ion 
Secretary 

 
 

The Royals (Season 2) 
Lionsgate TV 

 

Line Producer: Nick O’Hagan 
Production Manager: Monique Mussel l  
Production Coordinator: Jannika Öberg 

 

 
May 2015 

 

 

Product ion 
Assistant 

 

Cuckoo 
Roughcut TV 

 

Line Producer: Ian Hogan 
Production Coordinator: Joel Stokes 

 
 

Jan – Apr i l  
2015 

 

Product ion 
Assistant 

 

Top Coppers 
Roughcut TV 

 

Line Producer: Ian Hogan 
Production Coordinator: Joel Stokes 

 

 
 

Jan 2015 
 

 

Product ion 
Runner (dur ing 

wrap) 

 
Genius 

Working Ti t le 

 

Co-producer: Tracey Seaward 
Production Manager: Sam Knox-Johnston 

Production Coordinator: Hal lam Rice-Edwards 
 

 
 

Dec 2014 

 

Product ion 
Assistant (Add. 
Photography) 

 
Bitter Harvest 

Skyl ight Media 

 

Line Producer: Marshal l  Levi ten 
Production Manager: Andrew Bonner 
Production Coordinator: Kat ie Neal 

 
Aug – Nov 

2014 

 
Product ion/Stunt 

Secretary 

 
Criminal 

Mil lennium Fi lms 

 

Co-producer: Paul Ritchie 
UPM: Eve Swannel l  

Production Coordinator: Jo Wal lett  
 

 
June – July 

2014 

 
Product ion 

Runner 

 
Tulip Fever 

The Weinstein Company 

 

Co-producer: Richard Hewit t  
UPM: A l ison Banks 

Production Coordinator: Carr ie Banner 

 
March  – 

June 2014 

 
 

Cashier 

 
Spooks: The Greater Good 

Pinewood Fi lms No. 11 

 

Production Accountant: Rob Seager 
Production Manager: Eve Swannel l  

Production Coordinator: Simon Mi l ls 

 
Sept 2013 
– Feb 2014 

 
 

Cashier 
 

The Program 
Working Ti t le F i lms 

 
Financial Controller: Louise O’Mal ley 

UPM: Sam Knox-Johnston 
Production Coordinator: Simon Mi l ls 

 
August 
2013 

 
Product ion 
Assistant 

 
Parks and Recreation 

Lucky Giant 

 

Producer: Morgan Sackett 
Line Producer: Amy Jackson 

Production Coordinator: Steph Bamberg 



Key Ski l ls 

o Exper ience work ing abroad, on locat ion and in the product ion off ice. 
o Excel lent IT sk i l ls with deta i led work ing knowledge of Microsoft Off ice (Mac & Windows), 

Scenechronize and Digi ta l  Purchase Order. 
o Good knowledge of Equity stunt contracts and rates. 
o Background in of f ice administrat ion means I  possess excel lent organisat ional and administrat ive 

ski l ls, with a good attent ion to detai l .  
o Having l ived abroad for a year I  am able to easi ly adapt and immerse myself  into new 

environments. 
o Ful l ,  c lean dr iv ing l icence. 

Educat ion 

o BA (Hons) American and Engl ish L i terature, Univers i ty of East Angl ia (2008-2012) 
o Screen Studies Major, Clark Univers i ty, Massachusetts, USA (Year abroad, 2010-2011)  
o ABB at A-Level,  Clarendon House Grammar School for Gir ls, Kent (2001-2008) 

Other Employment 

o Feb 2013 – Aug 2013: Partnership Administrator in Faculty of Educat ion at Canterbury Chr ist 
Church Uni.  

o Aug 2012 –Feb 2013: Administrator in Comput ing Serv ices at Canterbury Chr ist Church Univers i ty.  
o 2010-2013: Front of House Assistant for Birchington Gui ld of Players  
o 2011: Camp Counsellor at Camp Quinebarge, New Hampshire, USA.  
o 2006 – 2012: Customer Service Assistant at Debenhams.  

 
References avai lable on request 
	
  
	
  


