Peter A. Perry
290 Sherwood Circle
Lafayette, LA 70501
Phone: 337-297-3493
Email: paperry@freemail.com
Career Objective:

Seeking a position of a celebrity personal assistant to work for a famous personality from the movie industry and do entire secretarial duties using my organizational and management skills.
Summary of Skills:
· Experience in preparing daily, weekly, monthly, and yearly schedule for celebrities

· Excellent verbal and written communication skills In English, Spanish, and French

· Fair knowledge of basic accounting procedures and tax laws and regulations

· Ability to multi-task, liaise with media and police personnel, and maintain digital diary

· Skilled in arranging for press conferences and preparing speech contents

· Dynamic, efficient, and professional attitude to keep matters confidential
Work Experience:
Celebrity Personal Assistant
Stephie Moonwalker, Lafayette, LA
June 2013 - Present

· Answerable for receiving, screening, and sorting telephone calls, emails, letters, and proposals

· Arranging for air tickets and road transportation, including food and accommodation

· Maintaining digital diaries and allotting dates to producers and directors accordingly

· Briefing the celebrity daily morning on the day's schedule

· Holding meeting with talent managers and scheduling dates for audition, rehearsal, etc.

· Coordinating with fashion designers for madam's dress to wear on special occasions

· Verifying and clearing utility, laundry, cleaning, and other bills

Celebrity Personal Assistant
Johnny Drummer, Lafayette, LA
March 2012 - May 2013

· Handled all personal accounts, and tax obligations of behalf the celebrity

· Fixed appointments and organized daily, weekly, and monthly schedules of the celebrity

· Ran errands and coordinated daily grocery shopping needs

· Hired room servants, dog walker, drivers, and gardeners

· Managed repairs and furniture needs of the house and office

· Communicated with clients and organizers on behalf of the celebrity
Education:
· Bachelor's Degree in Arts
Lafayette University, Lafayette, LA
2011
