
DANIEL ALLEN

11031 Camarillo Street.

North Hollywood, CA 91602 
danieljallen239@gmail.com
Dear Recruiter,

It is with great interest that I submit my resume for your consideration.

After reviewing the job qualifications for your company, I am confident that my skills and energy will meet or exceed the expectations required of a valuable employee. I have used cutting-edge software via MAC and PC and received training and an extensive education at both Full Sail University and The Art Institute of Atlanta. 

My objective is to obtain a production position that will utilize my writing ability, creativity, and ability to work well with others. I have extensive knowledge of various computer software applications, and I’m knowledgeable of day-to-day office working environments and procedures.

Some of the skills that I possess include:
· Strong proficiency in MS Office Suite including Word, Power point, Spread sheet, and Excel. Experienced usage of Google Docs, Oracle, Kronos, People Safe, CIS software and Lawson systems. 
· Strong Customer service techniques and leadership ability
· Excellent written and verbal communication, organizational, interpersonal, and analytical skills.

· Strong mathematical and analytical abilities. 65 WPM average. Re-routing Residual checks.
· Ability to make the leap from information to insight and demonstrates the ability to think innovatively.
·  Ability to problem solve and bring a timely resolution to issues. Pays close attention to details.  
· CPR First Aid/AED Certified in October 2022.
Thanks for your time and I look forward to meeting with you in the near future.

Sincerely,

Daniel Allen
DANIEL ALLEN

11031 Camarillo Street.

North Hollywood, CA 91602 
323.499.6501
danieljallen239@gmail.com
Highlighted Qualifications


-Proficiency in MAC/PC usage.


-MS Office Suite including Word, Power point, Spread sheet, and Excel 

-Detail-oriented, ability to multitask, and work well under tight deadlines.

WORK HISTORY
PARKING ATTENDANT: Delaware Tender-LAZ Parking.                          Jan 2024-June 2025

 Inglewood, CA 

EVENT SPECIALIST: FEVER BEETLE JUICE/CANDLE LIGHT            Jan 2024-June 2025


Los Angeles, CA

OPPS MANAGER: Arclight Cinemas, Santa Monica, CA                             May 2017-Jan 2020

-Managed 55-65 employees.

- Researched and resolves daily operation issues.

-Verifying supply orders and overseeing daily theatre operations. 

-Scheduling staff, corporate events, preparing crew time sheets and financial documents.


ACCOUNTS RECIEVABLE SPECIALIST: SAG, Los Angeles, CA    
     Oct 2016-April 2017

-Handled general administrative duties including faxing, filing, and data entry.

-Introductory to Invoices, and expense reports.     

-Payroll check re-routing and processing for SAG talent.                        

- Residual payment processing and coding checks for SAG-AFTRA talent.

TECHNICAL ANALYST: WorldPay, Atlanta, GA


     Sept 2014-Aug 2016

-Started as Technical Analyst, promoted to Admin Assistant within six months 
after creating a sales tactic that boost monthly ERP sales.
-Daily overseeing and adjusting of multiple merchant accounts.

-Checked account documents for accuracy and formatting errors for internal team.

-Introductory to Invoices, and expense reports. Took 30 daily Inbound calls and 20 Outbound.


PRODUCTION ASSISTANT: Tyler Perry Studios, Atlanta, GA                 March 2011-Feb 2012 


-Performing daily production set operations for Stage, Film and TV.
             -Opening/Closing/Running side duties according to TPS policies.
EDUCATION
The Art Institute of Atlanta. Atlanta, GA 


                      June 2007-December 2010
-Film/Creative Writing 
Full Sail University.  Orlando, FL




       September 2005-April 2006
-Business Economics/Audio Engineering

