
Stephen Lacombe	  
Production Secretary      Brooklyn, NY  |  508-264-3630 |  stephenrlacombe@gmail.com  

Skills 
Professional  
Project Management 
Calendar Management 
Logistics Coordination 
Expense Reports 
Travel Coordination  
Note Taking 
Project Research 
Script Coverage 

Technical 
Microsoft Word  
Excel  
Outlook 
Powerpoint 
Google Suite 
Adobe Photoshop 
Adobe Premiere Pro 
Adobe Acrobat Pro 
Davinci Resolve 
Final Draft  
Scenechronize 
Doczilla 
Cashet  
Keynote 
Dropbox 
Box 

Interpersonal 
Problem Solving 
Detail-Oriented 
Adaptable 
Organization 
Communication 
Creativity 

Education 

Emerson College 
Graduated 2015 
Boston, MA 
B.A., Visual and Media Arts: 
Film Production 

Experience 
Max - Pretty Little Liars: Summer School  Remote / Feb 2023 – Dec 2023 
Approvals Coordinator 
‣ Receive and distribute creative from production depts for approval by producers  
‣ Track and follow up on outstanding approvals before shoot days 

FX - American Horror Story: NYC  Astoria, NY / April 2022 – December 2022 
Production Secretary 
‣ Distributed call sheets, scripts, sides, schedules, documents and memos via Scenechronize 
‣ Created and distributed official crew list, vendor list, and cast lists 
‣ Managed production’s car rental accounts, EZPass account, and office equipment accounts 
‣ Coordinated safety hotel rooms and car services during overnight shoots for cast and crew 

Miramax - The Home  Secaucus, NJ / January 2022 – March 2022 
Production Secretary 
‣ Distributed call sheets, scripts, sides, production docs and memos via Scenechronize 
‣ Created and distributed official crew list, vendor list, and cast lists 
‣ Coordinated safety hotel rooms and car services during overnight shoots for cast and crew 

Lionsgate - Love Life: Season 2 New York City, NY / February 2021 – December 2022 
Production Office Assistant 
‣ Set up offices for all production departments with furniture, desks, and supplies 
‣ Reconciled office’s expenses and tracked weekly production spending totals 
‣ Coordinated lunch deliveries, purchased crafty, and distributed shooting documents  

Big Fish Entertainment  - Black Ink Crew S8 New York City, NY / June 2019 – March 2020 
Assistant Production Office Coordinator 
‣ Booked flights, hotels, and cars for 30+ talent and crew between NYC, Chicago, and Hawaii 
‣ Collected, organized, and reconciled $700k+ worth of receipts and petty cash 
‣ Coordinated and assisted with runs for production gear and post-production needs 

E! Entertainment Los Angeles, CA / August 2018 – November 2018 
Assistant to SVP, Creative Marketing and VP, Creative Production 
‣ Scheduled meetings, answered phones, and reconciled expenses 
‣ Provided all levels of support to on-air promo writer/producers/designers  

NBCUniversal Los Angeles, CA / January 2016 - Feb 2018 
Development, Casting, Marketing, Talent and Business Affairs Temp Assistant 
‣ Managed desks for EVP & SVPs of Casting, Alternative Development, Drama Development, 

Business Affairs, Marketing, Talent Development/Inclusion, and Program Planning 
‣ Composed detailed notes during phone calls with writers and show-runners 
‣ Scheduled meetings, answered phones, reconciled expenses, and planned travel 

HBO Santa Monica, CA / January 2017 - August 2017 
Production, Post Production, Development and Media Relations Temp Assistant 
‣ Managed desks for SVPs of Production, EVP of Production, VP of Post Production 
‣ Coordinated communication between executives, vendors, agencies, and production offices 

DreamWorks Animation Glendale, CA / July 2015 - December 2015 
Marketing and Production Assistant 
‣ Managed departmental production calendar for Kung Fu Panda 3 Marketing 
‣ Coordinated animation assets for film related ads, shorts, trailers, and posters 

NBCUniversal Los Angeles, CA / January 2015 - May 2015 
Intern to President & CCO of NBCU Cable Productions 
‣ Composed synopses of current scripted series for executives 
‣ Analyzed 30+ books, screenplays and pitches for potential development
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