
   

W O R K  E X P E R I E N C E  

PRODUCTION ASSISTANT  
‘Moonhaven’  
Moonhaven S1  Product ions  DAC/  AMC Networks  |  Ju ly  2021  –  February  
2022  
 
P r o d u c e r :  K a r e n  R i c h a r d s     P r o d u c t i o n  M a n a g e r :  G e r  D a l y   
P r o d u c t i o n  S u p e r v i s o r :  S u s a n  H o l m e s  P r o d u c t i o n  C o o r d i n a t o r :  Z e k e  L a w l e s s  
 
S o m e  k e y  r e s p o n s i b i l i t i e s  i n c l u d e d  u p d a t i n g  t h e  c o n t a c t  l i s t ,  u n i t  l i s t  a n d  
s c e n e c h r o n i z e ,  d r a f t i n g  s t a r t  f o r m s ,  s e n d i n g  o u t  d a i l i e s  c o n t r a c t s  a n d  e n s u r i n g  a l l  
c r e w  h a d  s i g n e d  a n d  r e t u r n e d  t h e i r  c o n t r a c t s .  T h i s  r o l e  a l s o  i n v o l v e d  p u l l i n g  s i d e s ,  
c r e a t i n g ,  a n d  s e n d i n g  n o t i c e  l e t t e r s  a n d  d r a w i n g  u p  a l l  t h e  p u r c h a s e  o r d e r s  f o r  
b o t h  p r o d u c t i o n  a n d  t r a v e l  a n d  a c c o m m o d a t i o n .   
 
 
CONSTRUCTION OFFICE TRAINEE  
‘Disenchanted’  
Clocktower  Product ions/  Disney  MMP |  May 2021  –  Ju ly  2021  
 
C o n s t r u c t i o n  M a n a g e r :  N i c k y  M c M a n u s  P r o d u c t i o n  M a n a g e r :  N i a m h  G a l e  
C o n s t r u c t i o n  C o o r d i n a t o r :  L i n d a  H y l a n d   
 
I assisted both the construction manager & construction coordination in various admin duties. 
My main duties involved creating purchase orders, liaising with production to organise new 
starts and notice letters, organising timesheets, petty cash vouchers and maintain both the 
physical and digital filing system for the technical and concept drawings and all the Health & 
Safety documentation.  
 
 
PRODUCTION COORDINATOR 
‘Gol f ’s  Greatest  Holes ’  
Leap Product ions/Boulder  Creek Internat ional  |  Apr i l  &  June 2021  
 
E x e c u t i v e  p r o d u c e r :  C h r i s  H o l l i n s   L i n e  P r o d u c e r :  B e t h  S p e n c e r  
D i r e c t o r :  J e f f  E m e r s o n  
 
I spent two separate weeks traveling around Ireland & Northern Ireland going to 29 golf courses 
assisting the director, producer, crew and the talent to ensure the schedule was kept & all 
aspects of the shoot were organised. My key responsibilities involved ensuring all sponsorship 
content was created, liaising with hotels, golf courses & the transportation team and organising 
catering for the crew every day and ensuring all dietary requirements are met. 

 
 
COVID TESTING ASSISTANT/  ASSITANT TO THE COORDINATOR 
‘Foundat ion’  
Skydance Media  /Apple  TV |  September  2020 –  Apr i l  2021  
 
C o v i d  P M :  C i a r a  M c G o w a n    L i n e  P r o d u c e r :  C a t h e r i n e  D u n n e  
C o v i d  C o - O r d i n a t o r :  C a t r í o n a  M c  C o r m a c k  
 
I  s p e n t  e i g h t  m o n t h s  r u n n i n g  t h e  c o v i d  t e s t i n g  s y s t e m .  M y  m a i n  r o l e  i n v o l v e d  
s c h e d u l i n g  &  m a i n t a i n  a  w e e k l y  s c h e d u l e  o f  5 0 0 +  p e o p l e ,  w h i c h  i n c l u d e d  
e n s u r i n g  a l l  t h e  e x t r a s  w e r e  t e s t e d .  S o m e  o f  m y  o t h e r  r e s p o n s i b i l i t i e s  i n c l u d e d ,  
p r e - t r a v e l  t e s t i n g ,  d r a w i n g  u p  p u r c h a s e  o r d e r s ,  c o s t  r e p o r t i n g ,  k e e p i n g  u p  t o  
d a t e  w i t h  c o v i d  r e s t r i c t i o n s ,  a s s i s t i n g  t h e  c o o r d i n a t o r  a n d  l i a i s i n g  w i t h  s e r v i c e  
p r o v i d e r s .  

 
 
 
 
 

Manual Handling Certificate. 
 
Currently taking an online Microsoft 
Excel course. 
 
Awarded Bronze & Silver An Gaisce 
Medals. 
 
Vice Chairperson of the student 
council in 6th Year. 
 
 
 
 

Full clean driver’s license. 

Digital Purchase orders. 

Scenechronize. 

Basic Final Draft. 

Excellent interpersonal skills 

Good organizational skills 

Quick Learner 

Honest & Trustworthy 

Attention to Detail 

Verbal Communication 

Working Independently 

 

 

 

 

 

A C H I V E M E N T S   

S K I L L S  

S U M M A R Y  

Production Assistant with experience working on both large- and small-scale 
productions in a studio setting & on location. Seeking to gain more experience and 
develop new skills in production roles, with access to own car.   
 
 
 

 
 

+353 89 494 4601 

keelyod@gmail.com 

Dublin/Wicklow 

https://www.linkedin.com/feed/ 

 

C O N T A C T  

P R O D U C T I O N  A S S I S T A N T  

K E E L Y  O ’ D W Y E R  
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R E F E R E N C E S  
 
Susan Holmes 

Moonhaven 
Production Supervisor 
T: +353 86 286 7368 
E: susanholmes@me.com 
 

Zeke Lawless 

Moonhaven 
Production Coordinator 
T: +353 87 654 3141 
E: zekelawless@gmail.com 

 

Aislinn Ni Chuinneagain 

Foundation 
Production Manager 
T: +353 87 271 3601 
E: aislinnabc@gmail.com 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Ciara McGowan 

Foundation 
Covid Production Manager 
T: +353 83 305 6485 
E: ciaramcgowan@me.com 
 

Caitríona McCormack 

Foundation 
Covid Coordinator 
T: +353 87 143 4631 
E: c.cnicchormaic@gmail.com 

 

Beth Spencer 

Boulder Creek International 
Line Producer 
T: +44 7815 309672 
E: 
beth@bouldercreekinternational.com 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

E D U C A T I O N  

HONORS BACHELOR’S 
DEGREE,   
FILM & DOCUMENTRY  
Galway Mayo Institute of Technology  
2017 - 2020 
 
LEAVING CERTIFICATE YEAR,   
Ursul ine Secondary  School ,  
Thur les .  
2016-2017 
 
 
 
 
 
 


