Katie O’Rourke





                        
2421 East 22nd St, #1

Minneapolis, MN  55406

Phone: 608-213-3573

Email:  ka_orourke@yahoo.com

EDUCATION

University of Wisconsin  Madison, Wisconsin 

                         

           

August 2001 – May 2005         

Bachelor of Arts, Theatre & Drama

     



       

St. Mary’s College London, England

                                  

October 2003-May 2004                 

Study Abroad Program focused on film and theatre studies

University of Southern California  Los Angeles, California

           

Summer 2007

Cinema Arts Summer Program, Digital Editing with Avid

PRIMARY EXPERIENCE

Administrative Assistant: Fitzgerald Theater St. Paul, MN                                        October 2007-present
-Act as the first point of contact at the theater for our patrons
through ticket sales and exceptional customer service
-Maintain organized and efficient workflow of the office

Production Assistant: A Serious Man Casting                                                                      May 2008
-Assisted the casting director with scheduling and execution of Minneapolis                                  callbacks for the Coen Brothers' next film
-Kept the office organized and running smoothly by handling large volumes                                           of voicemail and paperwork efficiently

Editor:  Subject Matter Experts  St. Paul, MN

                          

              

December 2008-present 

-Edit featured "how to" videos for use on website   

-Prepare completed videos for the website with logos and titles 

Editor: Give Us Wings  St. Paul, MN                                                                  

          

March-April 2008
-Edited a 10 minute documentary about for the purpose of raising funds for 

 their annual capital campaign 
Assistant Editor:  Lights, Camera, InterAction (LCI)  Los Angeles, CA               

    October 2007

-Led the brainstorming session focusing on assisting General Mills employees 

in translating their ideas into commercial concepts 

-Logged, captured and organized all footage for the editor

-Assembled a rough cut of the commercial

-Provided creative feedback during post production

Editor: Change the Game Productions  Minneapolis, MN                                                                  August 2007

-Edited a two minute trailer for The Cell Phone to be used for distribution                                      

and featured on the DVD

Assistant Director: Hey (we tried) Productions  Minneapolis, MN

                                    June 2007

-Facilitated daily shooting schedule, keeping the production moving, 

organizing transportation, and troubleshooting location scouting issues

-Operated the boom microphone and was responsible for all sound equipment

-Assisted the director in his vision for the project by giving artistic feedback 

Shift Supervisor:  Starbucks  St. Paul, MN



                               Sept 2005-June 2007
-Provided exceptional customer service resulting in receiving Employee                                        

of the Month as well as a nomination for District Employee of the Quarter

-Communicated clearly and concisely to the barista team as directed by the store manager

-Assisted in the training of all new employees
Production Assistant: Best Buy Co.  Minneapolis, MN                                                                       October 2006     
-Organized craft services for a 3 day national photo shoot 

-Assisted the designer with wardrobe organization and maintenance 

Production Assistant/Set Dresser: The Red Dilemma
  Minneapolis, MN                                July-August 2006

-Created sets and props for a local independent film as supervised by the 

Production Designer

-Assisted organization of craft services

Assistant to the Artistic Director: University Theatre   Madison, WI                                            June-Aug 2005

-Designed and edited detailed archive of past productions for the University’s website

-Coordinated Artistic Director’s daily schedule

-Researched and presented historical information for future plays

Office Coordinator:  The History Theatre  St. Paul, MN
                                           June 2000-Sept. 2005

-Overhauled Group Sales as interim manager for 2 months

-Developed customer database of 400 schools groups for marketing department

-Coordinated fiscal reports culminating in an annual fiscal report for Managing Director

-Trained and supervised volunteer ushers

RELATED SKILLS
Technology:   Final Cut Pro (Studio 6), Avid Adrenaline and MC Soft, Photoshop, Microsoft Office, Mac and PC proficient           

Cameras: Canon XL1, Bolex 16mm, and Panasonic PV-GS500                      

Other: 16mm film editing

