[First Name] [Last Name]
ADDRESS
CITY, STATE – ZIP CODE
PHONE NUMBER
E-MAIL ADDRESS
Administrative & Management Experience 

(
EMPLOYER 1 – DATES (ex. January 2011- Present)
· JOB TITLE – JOB DUTIES, NOTABLE ACCOMPLISHMENTS
(
EMPLOYER 2 – DATES
· JOB TITLE – JOB DUTIES, NOTABLE ACCOMPLISHMENTS
· EMPLOYER 3 – DATES
· ( JOB TITLE – JOB DUTIES, NOTABLE ACCOMPLISHMENTS
IF LISTING STAGE OR PRODUCTION MANAGEMENT CREDITS:

( Production Stage Manager for COMPANY 1 (PERFORMANCE), THEATRE COMPANY 2 (PERFORMANCE 1, PERFORMANCE 2), COMPANY 3 (PERFORMANCE 1, PERFORMANCE 2, PERFORMANCE 3, PERFORMANCE 4), COMPANY 4 (PERFORMANCE)
· Production Manager for COMPANY 1 (PERFORMANCE), THEATRE COMPANY 2 (PERFORMANCE 1, PERFORMANCE 2)

Special Skills

· Example: Fluent in all Microsoft products (Access, Outlook, PowerPoint, Excel, Word and Publisher), Adobe Photoshop, QuickBooks, Tessitura, Total Info, proficient with Macintosh and PC
· Comprehension of carpentry, electrics, video and sound
