
Digital and tangible ads
Directed Photo shoots
Arranged agreements
Strong presentation ski l ls .
Knowledge of various types of media.
Understanding of visual arts & photography
Stage Management
Stage Set Up (Instruments/Sound)
Knowledge of internet and radio
advertis ing
20+ years of Corporate Office Admin. 

Problem solving
Social Media managing
Drops (Voice overs)
Talent l iaison
Graphic design 
Catering (Prep/breakdown/setup)
Listening and execution
Networking
Organize press kits
Greenroom experience
C-SUITE EXPERIENCE

Professional Experience

917-783-2353
rozlavelle@gmail.com
Licensed Driver
U.S.Passport
New York City

Sept. 2023 - Mineola, NY - Darby Players/Drama Club. - Drama Moderator 
Oct.  2019 - Brooklyn,  NY - Webseries: The Green Card - Lead Production Assistant
Nov. 2018 - New York,  NY - Indie Short: The Product Launch- Production Manager
Nov. 2018 - New York,  NY - America's Got Talent - PA: Audition Reg.
June 2018 - New York,  NY - PopSugar Playground - Brand Ambassador
Dec. 2017 - New York,  NY - America's Got Talent - PA : Audition Reg.
Nov. 2017 - Phi ladelphia, PA - NeoCon East 2017 - Room Monitor
Oct. 2017 - New York,  NY - SyFy Network (NY Comic Con)- Brand Ambassador
Aug. 2017 - Brooklyn,  NY - AfroPunk - PA: Ticket Scanner & Crowd Control
June 2017 - Phi ladelphia, PA - The Voice 14 - PA: Crowd Control/Registration
May 2017 - Queens,  NY - Pixar CARS 3 Tour - Brand Ambassador/Crowd Cont.
Feb. 2017 - Somerset ,  NJ - Discover The Dinosaurs - Brand Ambassador/Ticket
Jan. 2017 - New York,  NY - America's Got Talent - PA: Audition Reg.
Nov. 2016 - New York,  NY - CL+HELLO BITCHES TOUR - PA: Merchandise
Feb-Jul .  2016 - New York,  NY - Chelsea Fi lm Festival:  KINO & VINO - Volunteer
Sept.  2016 - New York,  NY - Stage Play: Lost & Found - Stage Manager
Nov. 2014 - New York,  NY - Comedy Central Pres. :  Comics to Watch - Office PA
Oct. 2014 - New York,  NY -  Indie Fi lm: HerTORY - Set PA & Talent Escort
Aug. 2014 - Brooklyn,  NY - Kingdom Choice Awards - Set PA & Talent Escort
May 2014 - New York,  NY - TVLand Presents: Cause Change - Set PA/Talent 
Sept.  2013 - Brooklyn,  NY - Kingdom Choice Awards - Set PA/Talent Escort
Aug. 2013 - Brooklyn,  NY - MTV Video Music Awards - Receptionist/Office PA
Jul .  2013 - Phi ladelphia, PA - NUL National Convention - Office Asst/Talent Es.
Jul .  2012 - Central  Is l ip,  NY -   Indie Fi lm: Just Another Part of Me - Crafts
Jul .  2012 - New York,  NY - TVLand Presents: Best Night  In - Office PA/Runner

Past & Present Projects
Hardware:  
PC & Apple Laptops & Desktops
Mobile Devices:  iPad & Tablets

Digital Media Platforms:
Facebook (FB Live) ,  Instagram,
Twitter ,  YouTube, WhatsApp, GroupMe,
SnapChat,   Zoom, TikTok, MarcoPolo,
Telegram, Clubhouse 

LIVE Performance/Broadcast/Stream
Operator:
ATEM TELEVISION Software 
ProPresenter Software,OBS,
StreamYard, Restream
YouTube Live, BlackMagic Design,
Wirecast ,  Proclaim (Faith based)

Visual Design Platforms:
Canva.com, GoDaddy Studio (app),
Photoshop, Photogrid, Wix,
Clipchamp, Procreate

Software:
Android & Apple Creative Apps
Windows 7 & up & Mac OS X 10.5 &
up
Microsoft Office (Both Windows &
Apple)
Excel ,  Word, Publisher,  Outlook
Adobe Creative Suite Photoshop

Skills & Certificates

Certif ications & Partnership/Affi l iate
Wix Partner Program

Previous Employment 
C o - o p e r a t e d  w i t h  V i a c o m  S e c u r i t y  t o  e n s u r e  b u i l d i n g
a c c e s s  b y  u t i l i z i n g  s o f t w a r e  f o r  t h e  f o l l o w i n g :  V i s i t o r
R e g i s t r a t i o n s ,  E m p l o y e e  I D s ,  B i k e  R o o m  E n t r y ,  e t c .  

D e p t .  C a l e n d a r  U p k e e p  ( C o l l e a g u e  T i m e  O f f ,  T e a m
M e e t i n g s ,  S i g n a g e  S c h e d u l i n g ,  e t c . )  

C o o r d i n a t e  D e p t .  E v e n t s  ( i . e .  B i r t h d a y ,  H o l i d a y  P o t -
L u c k s )

C o n f e r e n c e  R o o m  U p k e e p  

E m p l o y e e  S u p p o r t  i n  b o t h  l o c a t i o n s  a l l  l o c a t i o n s  ( T i m e s
S q .  &  H u d s o n )

S h o p  I n v e n t o r y  ( K e y  a n d  E q u i p m e n t  s o r t i n g ,  r e s t o c k )  

A s s i s t  i n  M a i l  R o o m  D u t i e s  ( i . e . ,  M a i l  c h e c k  i n  a n d
p a c k a g e  p r e p p i n g - F E D - E X )

Mar. 2005 - Oct. 2021 
Viacom, Inc. - New York, NY

Department Assistant
(Core Service Facil it ies)

C - S u i t e  E x p e r i e n c e -  E x e c u t i v e  R e c e p t i o n i s t
A s s i s t e d  t h e  E x e c u t i v e  A s s i s t a n t s  t o  t h e  C E O ,
C F O  &  O w n e r  o n  s p e c i a l  p r o j e c t

H a n d l e  P u r c h a s e  O r d e r s  u s i n g  M A R K E T p l a c e  &
A R I B A  -  ( i . e . :  C r e a t i n g  S h o p p i n g  C a r t s ,  I n p u t
I n v o i c e s ,  C o n f i r m  O r d e r )

D i r e c t  c o n t a c t  w / o f f s i t e  v e n d o r s  f o r  p r o d u c t i o n
s h o o t s ,  s t o r a g e ,  m o v i n g ,  m a i n t e n a n c e ,  a n d / o r
V i a c o m  r e l a t e d  e v e n t s

R e c e p t i o n  B a c k - U p

A s s i s t  w i t h  S p e c i a l  P r o j e c t s  a s  a s s i g n e d  b y
F a c i l i t i e s  D i r e c t o r

P l a c e  o r d e r s  f o r  M a i n t e n a n c e  T e c h s  &  B u i l d i n g
M a n a g e m e n t  u p o n  r e q u e s t s

M o n i t o r  a n d  r e s p o n d  t o  A N G U S  ( m a i n t e n a n c e )
r e q u e s t  t i c k e t s


