NINA M. NICHELLE

347-770-7192 ( nina.nichelle@gmail.com ( www.linkedin.com/in/ninanichelle
PROFESSIONAL EXPERIENCE 
Tommy Boy Entertainment - The New Music Seminar 



          New York, NY 2012 - Present

Registration & Production Supervisor - 3 day Summer Conference

· Facilitate new & existing events & campaigns coordinate event volunteers.

· Research ongoing new event locations, potential caterers, entertainment, & ideas. Support Events Specialist with RFPs from venues, catering services, photographers, etc. for events. Assist with post-event wrap up: coordinate any debrief meetings, ensure all pledged donations are acquired & auction/raffle prizes claimed. Assist with PR & Marketing leading up to & following events. Coordinate all signage creation for events. Assist with DOE logistics. 

· Greenroom Supervisor - Assisted main delegates, communication & mass media – marketing, branding & public relations
· Supervised entertainment law panel

The Afro Latin Jazz Alliance (ALJA)





             New York, NY  2014 - 2015
Arts Administrator 
· Assisted the Executive Director & Artistic Director concerning all matters related to the ALJA. Provided assistance in crafting & executing marketing & public relations plans for concerts, managing online social networking platforms to promote the ALJA

· Assisted in government & foundation grant writing, prospecting donors, researching corporate sponsorship opportunities & special events 

ASAOPE Independent FilmWorks, LLC





           New York, NY   2013 – 2014
Unit Production Manager

· Assisted Director & Executive Producer with the organization of crew & talent scheduling. Supported the production managers/production supervisors in organizing the business, finance & employment issues on film productions 

· Implemented/Tracked PR campaigns, location scouting, script breakdowns & supported fundraising activities

· Production office management, marketing & promotion. Cast/Crew Communiqué, Deal-Memos & Contracts 

· Responsible for coordinating the "behind the scenes” management logistics 

Local 802 AFM 









New York, NY 2012 – 2013
Associate, Jazz for Justice

· Liaison for staff & musicians, maintained & developed information management systems, provided administrative support 
· Organized public actions in support of union goals, community organizing events for musicians rights  

Edwin Schlossberg Inc.








New York, NY 2010 – 2011
Executive Assistant to the President

· Maintained budgets & schedules for several departments 

· Prepared letters to clients & new business opportunities, set up & preparation for all corporate meetings 

· Scheduled all appointments; providing daily updated calendar of confirmed events; maintained staff calendar, extensive travel arrangements, prepared executive meetings, Faxing, filing, photocopying, catering requests, coordinate car service 

· Oversaw supplies from several vendors for six offices though out the state - saved company 30% in billing

EDUCATION

Baruch College: Bachelor of Arts in Arts Management & Psychology, Minor in Entertainment Law       New York, NY  2015

CO*OP Apprentice for Digital & Media Marketing - Postgraduate Program 


           New York, NY  2016

SKILL
Computers: Proficiency in Both Mac & PC - Excel, Word, PowerPoint, Publisher, Outlook, Google Doc, YouTube, Twitter, Instagram, Chat. Language: Intermediate in French & Spanish

VOLUNTEER

2011 Common Ground Relief New Orleans, LA. 2012 Office of Manhattan Borough President Scott M. Stringer. 2013 English Teacher Monterey, Mexico. 2013 57th Presidential Inauguration Swearing-In Ceremony. 2014 The Macaulay Honors - Rebuilding Homes, New Orleans, LA. 2014 SIMBA - Speaker Self-esteem building workshops for homeless youth, NYC. 2015 NYU Project College, NYC. 2015 TEDxNYU NYC. 2015 The New York Chapter of The National Academy of Television Arts & Sciences. 2015 New York City Council, NYC
