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What do I do: 

 
I lead the production team which may comprise of production coordinators, assistant production 

coordinators, travel and accommodation co-ordinator, shipping co-ordinator, production 

secretaries and production runners/assistants.  

I am responsible for the day-to-day logistics of a film or TV drama production. Based both on set and in the 

office, they have a good working knowledge of the production process and liaise with heads of department to 

ensure a shoot goes smoothly.  

I help the line producer find crew for the whole length of the production as well as bringing in people for the 

day. They direct their team to arrange the necessary recruitment paperwork and manage the overtime 

requirements of each department, approving requests and signing off timesheets.  

I am heavily involved in buying in kit for the shoot, such as lighting and cameras. They also sort out catering 

and vehicles. After getting quotes, they report on costs to the line producer, then order in what is approved.   

I sign off invoices when they have been processed by the accounts department and close the book. 

 

Qualification Profile: 

Results-oriented Freelance Production Manager, Production Coordinator and Head Model 
Booker with exposure to Film production management, marketing, client relationship 

management, customer service, Coordination with film crew staff, Producing Model Bookings and 
Manage Film- set, Events and Promotions.  

• Prioritisation: knowing what requires immediate attention and finding quick solutions to enable the 

smooth running of a production, adapting to a fast-paced, changing environment 

• Negotiation: confident at negotiating and managing a wide range of deals and contracts, ensuring 

everyone understands what needs to happen, when and why 

• Awareness of law: managing health and safety, data protection legislation, contractual rights, 

compliance and copyright requirements, ensuring paperwork is in order.  (Most production 

companies have a business and legal team to support the production team with this.) 

• Technology: keep informed of new technologies and advancements and identify the most efficient 

and cost-effective ways of working, good working knowledge of Word and Excel 

• Interpersonal relations: being approachable and good at managing people, looking after the welfare 

of people working on the production 

• Financial management: managing a budget and approving invoices 

mailto:engelicay@gmail.com
Violet Ndungu
C/o Filmcrew ME 971 50 551 6965



 

Delegation – distributing tasks amongst the production team 

• Knowledgeable about the industry and understand the inner workings of the modeling culture. 

• Exceptional leadership abilities concerning Corporate Events/Promotions/Fashion 
shows/ Photoshoot/ TVC/Casting. 

• Exceptional organizational and time management skills with attention to details 
when communicating to client and Model/ Promoter. 

• Strong principles, practices to work without supervision and creative problem solving. 

• Putting in production orders, responding to emails and phone calls, organizing production 
paperwork such as call sheets, shoot schedules, shooting permits, insurances and even visas. 

• Ensuring all schedules are published to the crew and talent. Sometimes, arranges transportation for 
the crew. 

• Responsible for working in the production office for administrative tasks for a production 
company. 

• Coordinate and manage a team of production assistants and assign them more menial tasks during 
production. 

• Responsible to produce events from conception through to completion. Events include: 

1. exhibitions and fairs; 

2. festivals; 

3. conferences; 

4. promotions and product launches; 

5. social events. 

 

 

 

Most Recent Projects: 
 

KSA – Lucid Motors 

KSA – Saudia Airlines Library Shoot 

 

Local: UAE 

 

Live show Karate Combat, Costa Cruise Advertisement c/ Laiguana, MTV Tatsuya Kitani for  Jujutsu 

Kaizen -  Sony Music Tokyo, Desafio Dubai Gameshow, Hyundai TVC, PSN Filipino Ad,  TIA Babe MTV, 

SNC Lavalin Ads, ADNOC Distribution Corporate Videos,  Games Hub Deira City Centre Ad, Yas Mall 

Ad, Emirates Airlines Ad, Mountain Dew x Salman Khan Ad, The One Planet Ad,  ALDAR Alreeman, 

Mirdif City Centre Ad, Aldar x Pharell Williams Ad, ADCB Ads, Kris Fade x Yas Mall Ad, Love or Money 

Movie,  Chevrolet Ad, Masdar  Ad,  Mashreq Ad,  Tasneem Elaidy MTV, Dubai Tourism, Sony Music, 

Independent Productions Lebanon, Samsung, and etc.



Professional Experience: 

Gaia Modeling and Events FZ July 1, 2015 - 2019 

Cluster G, JLT, DMCC 

Head Model Booker (Sales) – Modeling, Events and Promotion Department 

• Drives new business through phone calls, email, social media and networking 

• Maintains, developing relationships and worked closely with the producer, director and 
production team with talent, casting directors and clients. 

• Attend and time production rehearsals/ pre-production. 

• Attend and co-ordinate planning meetings. 

• Check copyright and permission issues. 

• Ensure royalties are paid for additional images, music or footage used. 

• Deal with talents' payments and expenses. 

• Produce budgets, monitor costs and control expenses. 

• Oversee the timing during a shoot. 

• Ensure continuity, both on location and in the studio. 

• Keep accurate shot lists, especially for photoshoot productions. 

• Produce timing schedules, shot lists and logs for post-production. Call sheet. 

• Book models and production crew. 

• Organize the production and distribution of the script/ call sheet. 

• Book catering, accommodation, equipment and flights for performers and crew. 

• Manage contracts with external organizations. 

• Conduct research; complete all necessary paperwork in relation to the above tasks 

• Service and produce the following solutions to our clientele: events, public relations, model 
hire, photo shoots, TV's, fashions shows, exhibitions, and promotions 

• Organizing promotions - dealing with clients, outlets, section managers, preparing permissions 
and related documents. 

• Supervising and monitoring all personnel during promotion and events. 

• Recruiting, training and supervising new bookers 

• Pre and post-production management: Brainstorming through to editing 

• Client servicing 

• Client feedback analysis and retention 

• Business development – scouting merchandisers and new clients 

• Database/ website management 

• Handling front desk and accounts when needed 

• Assisting Managing Director with major accounts and miscellaneous duties such as managing 
their schedule 

 

 

Clientele List: 

Abu Dhabi Aviation; Armada Events; ATO Company-KW; Azizi Development; Bend Studio; Birdie 

Communications; Aramex; BMC Gulf; BYeVe Fashion; Chez Charles; CinCin; Damian Bao 

Productions Intl.; Dice ME; Dina Berhanu; Dubai Parks and Resorts; Dynamic Vision International; 

E.G.V. 1 Airshow; Emdees PTE Ltd; Eurotech; Event360; Film District Production; Friesian Stallion 

General Trading; GSK; Hunting International; Hyku Photography; Imperial; Jumbo Electronics; KHF 

Automotive; Lakrids; Light house Studio; Magnet Production; MAPEI; Murat Guven; Namshi; 

Nayomi – KOJ; Peroni; Rapid Fire 
 Events ; RGB Studio; R is e Emaar ; R oom Five Cr eative; R uth’s Chr is ; Seven Seas P Ltd; 
Shadow PP; Show - 
Art Production; Stereo Arcade; Sweet Water; W Motors; Shrt Al Bssma – OMAN; Meeras; Show 
Force; Al 

Wasl Advertising; Informa; Make-up Forever; Outloud Media; Pink Salt Fashion; Sandbox Creative; 
BAT 



Diva Modelling and Events December 2011 - June 01, 2015 

Grosvenor Business Tower TECOM 

Model Booker (Sales) – Mainly in Events and Promotion Department 

• Researching markets to identify opportunities for Events/ Promotions; 

• producing detailed proposals for events (e.g. timelines, venues, suppliers, legal obligations, 
staffing and budgets); agreeing to, and managing a budget 

• able to complete a wide range of activities requiring clear communication, excellent organizational 
skills and attention to detail. 

• knowledge in applying legal permits and passes needed for events and or for promotions (e.g. 
instore promotion; duty free promotion; road show) 

• post-event evaluation (including data entry and analysis and producing reports for event stakeholders). 

• ability to meet multiple concurrent deadlines. 

• Liaising with clients to ascertain their precise event requirements; 

• Contributes to budget development; contributes to revenue growth opportunities and ensures 
timely, accurate invoice processing and cost-effective expense management. 

• Supervised production of events – Worked with event sponsors and internal/external teams on all 
aspects of planning the event. 

• Planned the event/ Promotion and produced the event materials and accessories. 

• Delegate necessary tasks 

• Oversee the implementation of the event and oversee promoters/ hostesses. 
 

 

Clientele List: 

Europa organisation; MAPEI; Al Wasl Advertising; Americana; LG; Capgemini; Ferrero; Opel; Dejavu; 

Robot and Sparks; Gulf News; Michelle baelau; Jumbo Electronics; Memac Ogilvy Bahrain; Brown and 

Forman; Whiz Media; Dubai Media Inc.; Capital D Studio; Dadu Luxe; Steroid; Glitz Modelling and 

Productions; DAMAS; YSL Perfumes and Cosmetics; LOREAL; Phoenix Films; Empire Prestige; Spark 

Bay; Muddville; IMPERIAL; Independent Productions Lebanon; Samsung; Unilever; Guerlain; ID 

Works; Almaya Group; Levant Group; Nayomi; Komal Osman Jamjoom Group LLC; GR Concept; 

British American Tobacco; NTDE; Hendrick's Gin; Mountain Dew; Badoit; Intercell; Huwawei; Euro 

Star Group; Merchant Star; Marketing Eye; Forbes Middle East; Fortune Promo 7; w- Studio; Rolling 

Thunder; Fahrenheit Films; RAK Properties; Rising Radical; LeoComm; Microtel FZCO; Buzzman; 

Royal Orchid; Falcom Media LLC; Arte Madrid; Landmark Group; Norbain; Eventique; Hug Digital; 

Classic Fine Foods Emirates LLC; Uranio; Outloud Media; Yellow Management; Adventure HQ; Khalid 

Luxury Souq; Promolink; Magnet; Bloomingdales;Hour Choice; Paris Hilton; SAADIYAT AUH; 

EMAAR; Manazel AUH and ectera. 



Babel Event Management 2009 - December 2011 

Al Barsha, Dubai UAE 

Assistant Event Organizer 

• Attend planning meetings with directors. 

• Help create and manage event timelines and budgets. 

• Maintain accurate and up-to-date records and files for all event management projects. 

• Maintain current information in databases for business contacts, donors, vendors, sponsors, and 
guests. 

• Help create proposals, contracts, and invoices for sponsors and vendors. Manage proposals and 
sponsor tracking. 

• Provide research support and completes tasks required for event preparation. 

• Help manage design and production for printed materials, brochures, signage and other marketing 
pieces. 

 

 

Education: 

Tertiary 2004 – 2007 Nueva Ecija Doctors College Bachelor of Science in Nursing 

Secondary 2000 – 2003 Dr. Gloria D. Lacson - Nueva Ecija 

 

 

 

Personal Details: 

Date of Birth: 8th November 1987 

Nationality: Filipino 

Religion: Roman Catholic 

Languages: Fluent in English and Tagalog 

Visa Status : Residence Visa (with NOC) 

With Driving License and own car 

 

 

 

 

 

 

 

 

 

Magazines/ Newspaper Feature: 
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