
Robert Smith 
Studio Coordinator/Analyst

PERSONAL STATEMENT

Energetic people person who aims to help create a positive work 
environment for both her customers and coworkers. A fast learner, and can 
adapt easily to new work situations. 

WORK EXPERIENCE

Studio Coordinator/Analyst
ABC Corporation -   2011 – 2014 

Responsibilities:

 Managed an Entertainment Company specializing in providing DJ, 
Lighting, Live Music, and Film services to the Wedding Industry.

 Personally performed as a professional Dj/mc and live musician for 
weddings, corporate events, &amp; social gatherings.

 Created, prepared, organized, and implemented various events, written 
publications &amp; film projects.

 Developed and implemented strategic marketing plans to further the 
mission, business growth, and vision of the company.

 Led weekly creative team meetings to push industry standards and 
prepare staff for heavy weekends of up to thirteen events in one 
weekend.

 Managed multiple projects and work assignments from a variety of staff 
utilizing PCO OS to coordinate 6 DJ teams, Film crews, Setup/Teardown 
crews.

 Built strong rapport with clients, wedding vendors, and venues while 
reaching out and growing network.

Studio Coordinator
ABC Corporation -   2007 – 2011 

Responsibilities:

 - Helped plan and execute team projects such as planning and 
implementing initiatives and events including empowering and focusing
staff.

 Coordinated appointments, scheduled meetings, organized travel 
arrangements, and coordinated with outside vendors for needed 
maintenance work and services.

 Assisted marketing department by executing weekly sales reports.
 Maintained and suggested company admin budget and generated 

monthly expense reports.
 Provided excellent customer service by maintaining front desk, 

managing phone calls, and responding to emails.
 I helped organize the company to get on their feet with processes such 

as financial reimbursement, studio scheduling, student tours, and 
more..

 This is Dummy Description data, Replace with job description relevant 
to your current role.
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CONTACT DETAILS

1737 Marshville Road, 
Alabama
(123)-456-7899
info@qwikresume.com 
www.qwikresume.com

SKILLS

Auto cad, Microsoft 
Office, Revit, In design.

LANGUAGES

English (Native)
French (Professional)
Spanish (Professional)

INTERESTS

Climbing
Snowboarding
Cooking
Reading

REFERENCES

Reference – 1 (Company 
Name)
Reference – 2 (Company 
Name)
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Education

Bachelor's in Organization Leadership & Supervision - 2006(Purdue 
University-Main Campus - West Lafayette, IN)
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