NICOLE MULLER

PROFESSIONAL EXPERIENCE 

Containment Field – Hollywood, CA

       December 2010-present

Executive Assistant/Producer and Head Writer of Dirty Sketch Comedy Show

· Assistant at a post-production services company specializing in 3D, editing, special effects, graphic design and motion capture.

· Provided administrative duties such as handling heavy phones, data entry, developing, processing, and maintaining expense reports, and travel arrangements
· Managed general correspondence with writers for cast meetings/rehearsals

· Create call sheets for shoot days

· Reviewed, revised and assigned sketch idea

Ivy Star Tutoring – Los Angeles, CA





 September 2008-present

Tutor

· Tutored in essay writing, humanities, German and French to clients ranging from elementary to high school

California Independent Production Center – Burbank, CA 

    July-December 2010
Office/Building Manager
· Provided managerial services to an independent facility that houses various production and post-production industry professionals

· Responsible for placing ads for rentals and leading building tours to prospective tenants 

· Maintained the upkeep of office/building supplies and equipment

Absolute Rentals – Los Angeles, CA                                                            July 2009-January 2010
Executive Assistant
· Assistant at a rental house of production and post-production equipment

· Answered high-volume phones, maintained files and contracts

· Wrote and edited content for company website

Concordia Language Villages – Cabreuva, Brazil                                                  July 2009, January 2010

Staff Counselor

· Created curriculum and taught music education at a two-week ESL camp funded by IB

· Handled weeklong orientation covering proper teaching methodology, safety procedures, CLV protocol and philosophy, ESL techniques (total physical response, etc.) as well as developing lesson plans
Star Education – Culver City, CA
           September 2007-June 2009
Enrichment Teacher (Sept. 07-Jun. 09); Assistant to Head of Enrichment (Sept. 08-Jun. 09) 
· Provided teaching, assistant and receptionist duties at non-profit afterschool enrichment program that serves LAUSD and other schools
· Taught theatre, Japanese cooking, literacy and fashion design/jewelry making to two classes of children ages 5-10
· Created and taught improvisation class for students at Castle Heights elementary school that culminated in a live performance at Hamilton High School

· Served as substitute in other teaching areas such as art, science
· Assisted the Head of Enrichment for one year providing administrative duties such as data entry, answering heavy phones, maintaining schedules, taking minutes at weekly minutes, etc.
EDUCATION
Princeton University, Princeton, NJ
   Class of 2005
· Bachelor of Arts in Comparative Literature; Minor in Theatre and Creative Writing (poetry), 3.95 GPA

· Awards: Fagles Prize for Creative Thesis in Comparative Literature, Francis LeMoyne Page Seniro Award for Theatre, German Department Book Award (Fall 2004)

Harvard University, Cambridge, MA






   Class of 2007

· M.F.A. at the ART/MXAT Institute 
SKILLS
· MS Office (Word, Excel, Outlook, PowerPoint, Access, Entourage), Mac OS X/PC proficient, Fluent in German, proficient in French and basic Russian

