NICKI MARSHALL

nickimarshall8@yahoo.com
 (310) 779-4192 

SKILLS
	Mac & PC, Word, Excel, Outlook, FileMaker Pro, QuickBooks, iCal, Lexis Nexis, internet, travel booking, purchasing, accounts payable, accounts receivable,

organized, detail oriented, work well under deadlines, thrive in a fast-paced environment, excellent communication skills, handle confidential materials


FILM & TELEVISION PRODUCTION
	July 2006-current

2007-2008

October 2000

September 1998-January 1999

September 1998


	ASSISTANT TO EXECUTIVE PRODUCERS / OFFICE MANAGER / COORDINATOR



Cosgrove/Meurer Productions, Burbank, CA 

· Coordinate travel for producers and talent

· Prepare call sheets, production reports, SAG paperwork

· Provide support in foreign & domestic distribution deals
· Oversee production accounting, petty cash, per diems

· Supervise production assistants and manage office vendors

· Projects include: Unsolved Mysteries, Spike TV; Trauma Nurses, TNT; Caffeine, Independent Film

PRODUCER

Piece of Sky, Music Video

The Killers, Short Film 


· Responsibilities include: prepare budget, secure locations, run casting sessions, hire crew, equipment rentals, production insurance, SAG paperwork, festival submissions
PRODUCTION ASSISTANT 







    
MOA Productions, San Diego, CA 
     


     

 


· Assistant to the Production Supervisor and Production Accountant for independent film Month of August
PRODUCTION ASSISTANT 







Elephant Productions, Austin, TX 
     


       
    

· Responsible for compiling and logging sound effects, video footage, and still photographs

· Set up corporate video productions

THEATRE COORDINATOR 







 
SXSW Film Festival, Austin, TX 

· Supervised screening preparations and handled all needs of filmmakers and speakers 


THEATRE & PERFORMING ARTS

	March 2001-September 2003

October 2002-

May 2003

November 2000-

May 2001


	OFFICE MANAGER 









Stage Door Dance and Performing Arts Workshop, Encinitas, CA 
     
    

· Responsible for more than 500 students; registration, scheduling, tuition payments
· Supervised daily operations of the studio
· Managed preparations for annual show including costumes, program design, ticket sales

HOUSE MANAGER 






Triple Espresso, San Diego, CA 
     



  


· Submitted show reports to Executive Producers for San Diego’s longest running comedy show
· Supervised staff and prepared schedules
· Maintained inventory of merchandise, actor bios, and programs

BOX OFFICE MANAGER 







Miracle Productions, San Diego, CA 
     





· Supervised the daily box office operations of the musical theatre production Forever Plaid!
· Prepared daily sales reports for producers, provided patron services, managed staff


EDUCATION
	1996
	Texas State University, Bachelor of Arts in Journalism


