
UNITED TALENT AGENCY 

Entertainment Job List

(As of 11/11/05)

NOTE: Unless specific permission is given within the listing, DO NOT CALL about positions or to follow up.

EXECUTIVE & MANAGEMENT LEVEL POSITIONS

Director of Product Placement for an Entertainment Division of a Global Marketing company for Theatrical and Home Entertainment  related Product Placement as part of a Major Car Company’s  Entertainment Account Team.  Studio experience/background of at least  6-7 years with 3-4 years on the Studio and/or Production side.   Please send resumes 

executivepos@hotmail.com. 11/9

Department Head – Film Production – Vancouver Film School ‘VFS’- The successful candidate should be an experienced Filmmaker, with substantial industry experience. A proven track record of film credits is a must. Previous teaching or academic admin experience and/or a degree would be an asset. Reporting to the Managing Director and working with other Heads of Departments, you will support VFS educational objectives. Salary commensurate w/experience. VFS will relocate and handle immigration matters for the right candidate. Submit CV in confidence to: Managing Director: Vancouver Film School, 200 – 198 West Hastings St., Vancouver, BC V6B 1H2. careers@vfs.com 11/04
Department Head – Writing for Film, Television & Interactive Media – Vancouver Film School ‘VFS’ - The successful candidate should be an experienced writer with a proven track record of script writing credits in Film, Television and/or Interactive Media. An M.F.A or PhD along with evidence of success in academic administration would be an asset. Reporting to the Managing Director and working with other Heads of Departments, you will support VFS educational objectives. Salary commensurate w/exp. VFS will relocate and handle immigration matters for the right candidates. Submit CV in confidence to: Managing Director: Vancouver Film School, 200 – 198 West Hastings St., Vancouver, BC V6B 1H2. careers@vfs.com. 11/04

MTA Management is looking for seasoned managers to run the day to day operations of it's management division beginning mid November. Previous management and agency experience preferred. Commission plus small base salary, pending experience. Interested parties should email resumes to: mtaemail@aol.com 11/02

Top entertainment company seeks qualified attorney for Business Development and Legal Affairs position.  The position involves handling of all other related legal matters as well as oversight of Human Resources.  A minimum of 5 years relevant experience required.  Entertainment industry experience a plus.  Please fax resumes to 310-860-8245. 10/21

ASSISTANT LEVEL

Beverly Hills Film and TV Production Company CEO and Chairman seeks Executive and Personal Assistant. Bi-lingual (Korean and English) a plus, but not necessary. Duties range from oversight of residence maintenance to general administrative duties. Must be extremely organized and possess strong computer skills (Outlook, Word, and Excel), be detailed-oriented, and a good driver. Must also be extremely professional, discreet, and reliable. Please send cover letter, resume and salary history to: yourjob321@yahoo.com. 11/11

CBS is seeking an accomplished and experienced administrative assistant to support the President of the Entertainment division. This is a fast-paced, high energy position requiring an individual with top-notch support skills. Position is a true "right arm" and responsible for all high level administrative support encompassing maintenance of all professional and personal matters including high volume of calls and rolling calls, heavy calendar maintenance, travel arrangements and expense tracking, interfacing and coordinating activities both inside and outside the company with top level executives and professionals within the entertainment industry. A minimum of 2 years administrative experience supporting senior level Entertainment executive is required. Candidate must be articulate and professional, possessing extraordinary interpersonal skills. Superior organization, multi-tasking and flexibility are mandatory along with advanced computer skills. Please submit resumes to ntwrkcareers@yahoo.com 11/11


Experienced assistant needed for two busy theatrical agents. Must have prior industry experience! Must be organized, able to multi-task in a fast paced environment and have outstanding phone skills. Computer skills are also a must. Pay commensurate with experience. E-mail your resume to: julie@idtalent.com 11/11

A boutique talent agency in Century City seeks an energetic and organized assistant to the three partners. Must be MAC proficient and would prefer candidates with prior agency/management experience. We are looking for a self-starter who is able to handle heavy phones. If hired, would start the first week in January 2006. Please fax resumes to Joy at 310-785-0071. 11/11


Orange Entertainment is an LA based Corporation that consults foreign distributors in acquisitions of feature films. Looking for readers to write (1.5 pages) synopsis and comments for forty dollars a script. email orangeinterns@yahoo.com 11/11

International film acquisition, financing and distribution company seeks admin assistant for a small office. Will support two partners. Should have organizational abilities, be detail oriented, professional, passionate about film business, handle pressure, busy phones, scheduling, dictation and typing correspondence, ongoing data entry, filing, other office duties, etc... Strong computer skills (preferably on a Mac) are a must. Send resume and cover letter to intlcompany@yahoo.com. 11/11

Top commercial talent agency seeks motivated assistant/trainee interested in learning the talent representation business. Candidate will deal directly with actors, casting directors and managers on a busy , high volume desk with heavy phones. Job also includes basic office duties. Must have excellent phone and organizational skills and be computer literate. Must be able to multi-task in a fast paced environment. Salary commensurate with experience. Fax cover and resume to 310.550.5005. 11/9

DreamWorks Animation: executive assistant for senior executive. Duties: coordinating multi-faceted department, (meetings, events, phones, meeting notes, reports, etc. Job interfaces at all levels of the company. Outgoing, confident, resourcefulness and discretion. Self-starter who enjoys a challenge. Strong organizational skills, follow-through, attention to detail. Open, cooperative team player. Word, Excel, Outlook and Adobe Acrobat. 2 -3 years assist or office experience in film prod and/or highly-tuned entertainment environment required. Contact Becky DeSouza at bdesouza@dreamworksanimation.com 11/9

MTV's Laguna Beach needs to find a replacement assistant as soon as possible.  The job involves assisting three executive producers and an MTV Exec. assigned to the show.  General assistant duties including setting meetings, answering phones, coordinating between MTV and the production.  Pay is competitive and the show is a lot of fun. Please send resumes and/or questions to SDL2100@hotmail.com.  11/9

3 Arts Entertainment seeks Executive Assistant to handle admin and development duties for manager/producer, Dave Miner. Both TV and feature projects currently in production. Must have previous industry experience, be organized, know the players in town and able to handle A-list writer and director clients. Heavy script reading. Busy desk. Full benefits and competitive salary. Industry educ. is top rate. fax resume and cover letter to 310-888-3210. Resumes w/out cover ltr not considered. 11/9

First Assistant still needed for A-list writer/ producer/director going into production on studio movie. Expect heavy phones, scheduling, and long hours. Tremendous opportunity, you will be involved in prep, production, post, marketing and release of film. Job continues after release, through the company's deal with the studio. Only candidates seriously interested in the film business need apply. Previous assistant experience at agency, studio or prod co required. Previous set experience a bonus. Competitive salary + benefits. fax your resume: 310-244-1478 11/9

Independent Film Producer w/ HBO deal, is seeking a tough skinned Assistant with aspirations of becoming a Producer. Must be self-starter with excellent communication skills and discretion. Business and or production experience would be to your advantage. Duties include: phones, scheduling, travel, personal errands, correspondents, and managing agendas. Must be able to begin by 11/18/05. All inquiries should be forwarded by email: info@dulynotedinc.com  11/9
Brillstein Grey Management seeks a young, organized and unique individual to start as an assistant for a busy Talent Manager with great clients. Looking for a motivated, self-starter with a great sense of humor. Candidate should have a strong grasp on who's who in the industry and know how to cover projects as this desk is very active. Do not submit resume without a min of one year's experience as an assistant on either an agent's or manager's desk! Fax cover letter and resume to 310.275.4450. 11/9
A Television and Feature Literary Agency is seeking an Assistant to one of our Feature Agents. Prior experience in and Agency is preferred (internship experience will be considered). Primary responsibilities include rolling calls, heavy appointment setting and scheduling. Professional phone demeanor is essential. A team player mentality and passion for feature films are must haves. Individuals with aspirations to be Agents are encouraged to apply to resumes@bwcsagency.com. 11/9

A-list talent manager seeks an assistant who is detail oriented and has excellent organizational / people skills. Duties include: heavy script reading and experience writing coverage, phones, maintaining calendar, filing and possibly some light errands. Prior industry experience a plus but not necessary. Candidates must be proficient with Windows and Microsoft Office. This is a great opportunity for someone who is ambitious. Please fax resumes to 310-271-2625. 11/9

Beverly Hills Management company is seeking an Executive Assistant to a Talent Manager. Assistant should have previous top agency/management industry experience and preferably in talent. Must be extremely organized, know the players in town and able to handle busy schedules for clients. Full benefits and competitive salary. The industry education is top rate for anyone looking to become a manager. This company is an equal opportunity employer. fax resumes to 310-888-3210. 11/9
A production company with both feature film and TV studio deals is looking to hire an assistant for the Senior Vice President of Production. Duties include answering phones, scheduling, reading scripts, writing coverage, etc. The right person is hard-working and smart, talented and personable, detail-oriented and very literate. At least one year of relevant industry experience is required. Please e-mail resumes and cover letters to srvpassist@yahoo.com. 11/9

Top Commercial Talent Agency in West LA seeks Assistant for busy Commercial Division. M - F 9:30am - 6:30pm. Have great phone demeanor, organization skills, and must like working with actors. Know Microsoft PC Word, Excel, Outlook and Internet. Job requires a multi-tasker for heavy phone work, working with actors schedules and assisting Agents. Basic office knowledge of fax/copier a must. Position starts ASAP. Contact at jobs@cesdtalent.com or fax to (310) 475-9562. 11/9

Top production company looking for Director's Assistants.  Heavy phones, travel arrangements, Mac proficiency, some production experience preferred.  Apply  by email only to intern@hsiproductions.com and indicate Director's Assistant in subject of email. 11/04
John Carrabino Management is looking for an assistant to John Carrabino and Gladys Gonzalez. Applicant should be an excellent multi-tasker with the ability to handle big personalities and high profile clients. Duties include phones, scheduling, filing, and dealing with all aspects associated with working clients. A minimum of 2 years prior agency experience preferred. Please fax resume to: 310-385-3673 Attn: Gladys Gonzalez  11/04

Amp'd Mobile: Department Coordinator. Support the Wireless Content & Internet team. Specifically, this includes MP3 music files, video, 3D games, and applications downloaded to Amp’d handsets. Works directly with record labels, TV and cable networks, film studios, mainstream and action sports brands, celebrities, magazine/publishing partners. Tightly connected with the entertainment industry and a leading player in the fast-emerging wireless industry, Amp’d Mobile offers a unique learning opportunity. Submit Resume to: brian@ampdmobile.com re: "Department Coordinator"  11/04


New firm of established entertainment attorneys seeks an assistant to manage the office, assist in document processing and preparation, invoicing clients and serving as a liaison between attorneys and clients. An interest in a career on the legal side of the entertainment industry a +. Must be word processing proficient, organized, self motivated with good phone skills. Salary commensurate with experience. Opportunity for promotion. E-mail resume and cover letter to: marshalljobs@yahoo.com 11/04

CBS midseason sitcom looking for writer's assistant.  Experience as a writer's assistant is required.  Please fax cover letter and resume to Alex at 818-655-8564 11/02

Personal assistant needed for 3 managers based in Beverly Hills. Duties will include errands, small tasks, etc. Must have excellent organizational and time management skills and be extremely responsible. Use of your own car and valid insurance required. Hours approximately 10am-4pm daily with some flexibility. Email resumes to mgrasst3@hotmail.com. 11/02
VP of Development at Endemol USA searching for a top notch assistant. Looking for candidates that have worked as an assistant at one of the following: reality agency, reality production company or alternative network.  Candidates must be extremely organized multi-taskers that have a great phone manner, a "can do" attitude and can handle a busy desk in a

corporate environment.  Experience with final cut pro a plus.  Salary position.  Full benefits.  Absolutely no phone calls.

Please fax resume, reference list and cover letter: 310.860.0073 11/02

VH1 is seeking 2 Assistants to work in the Series Development and Original Programming Department. Responsibilities include but are not limited to the following: answering phones, calendar & contact management, some organization of pitch material and submissions; development research; follow trades & industry developments; maintain tape library; dub tapes as necessary; submit and track T&Es, coordinate travel, as well as other development and administrative duties. Please fax cover letter and resume to 310-752-8676. 11/02

Management company seeks an Assistant to a Talent Manager ASAP. Must be able to prioritize, have superior telephone skills (rolling calls, conferencing, multi-line) thrive on multi-tasking and possess exceptional organizational skills. The candidate must have a minimum of 1 year talent mgmt./agency experience and must excel at all aspects of client duties such as overseeing publicity and schedules, correspondence, script coverage and submissions. Please send resume and cover letter as word documents to hr@handprintent.com. This is not a production job 11/02
Assistant needed for producing partners of new company immediately. Producer or Agency assistant experience required. Production experience a plus. Company will begin prepping a feature in Los Angeles mid-November and travel to location with assistant in January for 4 months. Must be a self starter, motivated, available (long hours), thorough and have a sense of humor. Some personal. Pay commensurate with experience. Please do not send resumes without required experience. Resumes can be faxed to 213 365 0108, or emailed to asstpositionBA@aol.com. 11/02
Executive Assistant – Patriot Pictures is looking for an assistant to the CEO. Responsibilities include: Assist in drafting, proofreading and editing outgoing correspondence and presentations; Maintain executive calendars, schedule meetings and arrange travel; Prioritize a heavy volume of phone calls and incoming materials, keeping executive fully updated. Must thrive in fast-paced, creative environment with ability to execute the utmost in diplomacy and confidentiality; must be detail oriented. email resume to ppjobs@patriotpictures.com 11/02
Assistant position for producer's rep / entertainment attorney: Tulchin Entertainment: searching for applicants with experience in international & domestic sales & financing, marketing, publicity, distribution, and entertainment law. Must be organized, multi-tasking skills, proficient computer & Internet skills, and 55 wpm typing. A strong knowledge of independent films and festival circuit milieu a major asset to the candidate. Entry level position with great potential for advancement. Cover letter & resume (310) 914-7927 / email - info4tulchinent@aol.com. 11/02
Baseline StudioSystems seeks entry level TV Researcher. Position mainly responsible for data entry into television database. Requires some research and occasional assignments to help track television projects in various stages. Requires knowledge of television industry; preferably agency, network or studio experience. Solid industry contacts are helpful. Computer, research & phone skills a must. Independent working atmosphere; attention to detail & organization required. Salary tbd DOE. Email resume to gsegall@filmtracker.com. 11/02
Agent Assistant -- 'Full Service' Agency seeking an assistant for agents in the Commercial and Music Video Department, Below The Line.  Must be knowledgeable of the industry, have strong organizational skills and the ability to multi-task.

Exceptional phone skills required for this busy desk. Related degree preferred.  Fax resumes to: 310.656.5156. 11/02
Boutique Beverly Hills talent management and production company seeks motivated trainee whose goal is to become a personal manager. Industry experience required; agency or management company experience preferred. Competitive salary and benefits commensurate with experience. Please fax resume to (310) 288-5868 (no cover sheet required). 11/02
Talent Agency seeks polished, skilled and energetic assistant. Ideal candidate is extremely bright and motivated with the ability to multi-task in a fast paced environment. Excellent phone, computer and administrative skills a must. Prior entertainment experience preferred. Salary negotiable. Send resumes to: blackiecranford@yahoo.com 11/02

Seeking Assistant to Literary & Talent Manager: top management company needs smart and savvy assistant with 2 years experience assisting a literary and/or talent agent or manager. Should be a polished, organized self-starter with excellent communication skills and discretion, along with an ability to anticipate and juggle many tasks in a stressful, fast-paced environment. Overtime required.  Send resumes to asstpos@hotmail.com.  Reference Lit Assistant in subject line. 10/28

Agent Trainee-Strong, established, actor-oriented, Los Angeles/New York based Talent Agency with Adult and Youth MP/TV, Commercial, Voice-Over, and Hosting divisions, seeks Agent Trainee for busy Youth Motion Picture/TV Division desk in Los Angeles. Experience a plus. Many of our agents were trainees here and promoted to agent. Undergrad degree required. Good benefits. Fax letter/resume to KAU at 310-276-6193 or mail: P.O. Box 691488 LA, CA 90069. 10/28
Creative assistant needed for SVP of development at cable network. Prior industry experience required. Along with general assistant duties, candidate will also assist with development, and ongoing production. Must have understanding of Microsoft Office, strong organizational skills, including scheduling, travel and professional correspondence. We need someone who is trustworthy, detail oriented, a multi-tasker, w/high level of enthusiasm. Resumes to: developmentasst@hotmail.com 10/28
Principal of prominent management-production company with A list talent, writers & directors seeks assistant. Must be intelligent, resourceful, personable, relentless, professional, results oriented and be willing to pay dues necessary to become successful. Tremendous opportunity & exposure for right candidate. E-Mail resume & cover letter to: talentassist@yahoo.com 
Las Vegas Entertainment/Production co. seeks assistant that is detail-oriented, has impeccable administrative skills, computer literate (Microsoft Office, Excel), multi-tasker. Responsibilities include phones, filing, research, scheduling and travel arrangements, and assisting two experienced Las Vegas Producers and VP of Sales. Intermittent travel as well. This is a full time position based in Las Vegas.  Experienced candidates can e-mail resumes as an attachment to jillccg@aol.com or fax to 702-880-3223. 10/28

UPN is seeking an admin assistant to support VP and Dir of Alternative Programming. Responsibilities include heavy calls, executives’ calendars, coordinating travel, updating logs, research, interacting w/other departments, etc. Ideal candidate will have 2+ years experience, with excellent organizational and communication skills. Talent agency, network, or prod experience and working knowledge of reality tv preferred. College degree. Apply online at www.cbscareers.com. 10/28
Executive Assistant for G4 Television’s SVP of Programming & Production. Ideal candidate must attend to everyday needs of an extremely busy executive including phones, research, expenses, travel, and managing a busy schedule. Must possess superior organizational skills, high level of discretion, multi-tasking abilities, resourcefulness and fun-loving attitude. Great opportunities for creative input and imagination. Agency, television and/or executive assistant experience a plus. Send resumes to jscher@g4tv.com (Subject: Assistant). 10/28
Office assistant to manager who represents film and television writers and directors. Requirements: hard-working, tough, highly-motivated self-starter, excellent at multi-tasking, can-do attitude, available to start immediately, make one-year commitment. Similar (non-production) entertainment industry and office experience required (high-volume phones, computers, submissions, scheduling, etc.). Not a production job. Send resume and cover letter to Field Entertainment via fax: 310-271-6243 or e-mail: fieldent2@yahoo.com. 10/28
PERSONAL ASSISTANT POSITIONS
Personal Assistant for Head of Entertainment Company. Duties are scheduling, event planning, correspondence, archiving, and personal shopping. Must have a college degree, be highly organized, able to multi-task, and creative with an interest in art/photography is a plus. Must have 2-3 years exp assisting high level executive or CEO. Email resume and cover letter to csk2@mac.com (Reference UTA List in submissions). 11/11

Family Assistant needed in La Canada (near Pasadena). Dad is a screenwriter, mom is a consultant to non-profit; children are a 16-year-old son and an 11-year-old daughter. Mom needs help juggling all of the above with humor and efficiency. Critical skills and traits needed: pleasant personality, enjoyment of children and dogs (1), intellectual and/or artistic curiosity, strong attention to detail, good time management skills, willingness to do small jobs for the pleasure of minimizing chaos. Position is ideal for writer, graduate student, or part-time intern. Duties will vary and range from chauffeuring children, homework supervision, office filing and phone calls, computer research, cooking (a plus but not required), errands etc, straightening up (but no heavy cleaning). Need commitment of as many as 20 hours per week (ideally M-F 2PM-6PM), but job can grow beyond this. Pay is $20/hour gross. For immediate consideration, please email/fax your resume and/or statement why you would be the perfect person for this position to familyassistant@aol.com/ 323.654.5900. (Reference UTA Job List). 11/9

Family Assistant Position – NYC. Looking for a well-educated, extremely poised individual to be a NY liaison for a prominent DC based family. The position entails heavy travel coordination, staff management, general admin, family appointments, event planning, gift purchasing, and some household management duties. Must have high level EA/PA experience, impeccable, verifiable references and a clean background as an extensive check will be conducted. The ideal candidate will be a self starter with a great phone demeanor and be able to travel on occasion for event coordination. Salary 60-80k plus medical & dental benefits and tremendous growth potential. Email resumes to: steven@thecalendargroup.com (Reference UTA JL). 11/9

Entertainment attorney needs responsible, conscientious part time personal assistant to do grocery shopping, organize house, home office and garage, wait for service people (painters, cable guy, etc), take car to carwash, pick up household items (eg., Home Depot, antique stores), pay bills. 2 days per week. 5-8 hours per day. Pay approx $200 - $250 per week. Email: dave@whiteboy.com 11/02

MUSIC INDUSTRY (ALL POSITIONS INCLUDING INTERNSHIPS)
Music publishing company seeks an Executive Assistant to Sr. level executive. Must be able to prioritize, have superior telephone skills (rolling calls, conferencing, multi-line), scheduling/coordinating travel, work closely w/ artists and writers and possess exceptional organizational skills. Must be a multi-tasker, hard worker and thick-skinned. Only send your resume if you have music industry with at least 2 years assistant experience. Send resume in body of email (no attachments) to dzuba@emimusicpub.com or fax to 310-586-2790 11/9

Busy boutique music talent agency seeks FT Assistant. Duties: tour coordination, client relations, office management, agent assistance. Requirements: Able to initiate projects & work autonomously, organized, learns quickly, multi-tasks, PC & Office proficient, university education, min. 2 years music industry experience at major management co. /agency. $500/week. 9am-6pm M-F. Email resume: jobs@artistbookings.com. 11/4
Leading independent label through major seeks Executive Assistant / Office Manager.  Record Industry Experience in an executive assistant/office manager capacity required.  Ability to self start and multitask a varied range of projects a must.  Basic project tracking/scheduling experience.  Heavy phones.  Strong scheduling/calendar management/travel booking ability. Filing & basic bookkeeping experience. Outlook/Entourage, Excel, Word, Internet Explorer, Filemaker Pro required. Mac experience a plus.  Room for advancement.  Please send resume w/ cover letter to resume@thrivemusic.com 11/02

Talent Agency specializing in the representation of film and television composers as well as music supervisors seeks an Agent's Assistant. Preferred candidates will have previous Agency experience and be somewhat conversant with the music industry in general. Interested applicants should fax a cover letter and resume to: Agent's Assistant; 818-377-7760. 11/02
The Artist Management Division is seeking an Executive Assistant to senior music manager in Los Angeles. Must be energetic, self-motivated, able to multitask, be detail oriented & hard working. Duties include phones, rolling calls, scheduling, coordinating travel, working closely w/ managed artists. Industry experience required. If you are interested in working with us, forward your resume/qualifications to Andrew.Stuart@sanctuarygroup.com. (Please note in Subject line: Assistant) 11/02

Boutique film music management company looking for part or full-time assistant.  Prior entertainment industry experience and Mac proficiency preferred. Interest in film scores/composers a plus. Please email resumes to FilmMusicJob@yahoo.com. 11/02
CASTING (ALL POSITIONS INCLUDING INTERNSHIPS)
Busy feature casting office looking for a hard-working intern for at least one full working day a week. Work at an extremely fast pace as we are about to begin working on multiple projects. Fantastic opportunity for someone looking to learn about feature casting on large studio projects. Excellent fit for a student. No actors. Email cover letter and resume to: casting.intern@hotmail.com  11/4

WalkenJaffe Casting seeks college Junior or Senior enthusiastic about film, tv and theatre.  We are currently casting a major motion picture and need interns through December.  Responsibilities include answering phone, scheduling auditions, opening mail, filing, and faxing.  Must pay attention to detail.  This is a great opportunity to learn more about film and the casting process.  Please email Danielle Colli at daniellecolli@aol.com to apply. 11/02

ENTERTAINMENT PR & MARKETING (ALL POSITIONS)
Boutique Personal Talent Public Relations firm with A-Level clients is seeking to fill entry-level runner and intern positions. Candidates must have excellent communication skills and the ability to multi-task in a fast-pace environment. Must already live in LA area and looking for immediate start. These are all paid positions and include mileage reimbursement and medical benefits. Email to publicityassistant2005@yahoo.com 11/11
Exciting, fast-paced entertainment publicity firm seeks energetic, reliable, unpaid interns with excellent communication, phone and multi-tasking skills. This is a great opportunity to work closely with publicists, assistants, and clients. Our firm often promotes from within. Duties include assisting with general office duties (faxing, phones, filing, and assembling press materials) and working on special projects and event coverage. Email resume to sa@id-pr.com or fax to 323.822.4880. 11/11
PR assistant wanted for two senior publicists in small, hands on company that specializes in personal/entertainment PR for TV & film actors, comedians, singers, etc. Must be able to handle heavy phones, be detail oriented, computer literate with excel, outlook, word etc.. Must schedule meetings and conference for publicists and clients, and work well under pressure. Looking for someone to start immediately. Applicants must live in LA area and have a 4 year degree in Communications or PR. Previous PR/talent experience is a plus. Email us at officeasst@marleahleslie.com. 11/09

Red Light PR, a boutique product placement and publicity firm in Hollywood, is seeking two qualified interns. College credit available with a minimum of 15 hours a week to start. Excellent writing and communication skills a must. Interest/background in product placement/publicity a plus. Email resume and cover letter to lizzie@redlightpr.com. 11/09


A top entertainment PR firm handling personal publicity for A-list talent is looking for an energetic, intelligent, and dedicated intern. Firm is based in Century City. The hours are flexible, but commitment is essential. Third or fourth year students with personal publicist ambitions preferred, but all resumes welcome. Fax cover letter and resume to 310.286.2255, attention Celine. 

Entertainment public relations firm seeks hardworking, reliable assistant. Responsibilities include: answering phones, faxing, filing, documenting press coverage, working special events and general support for publicists and coordinators on a variety of accounts. Must be computer proficient, a team player and possess strong communication skills. College degree and entertainment experience required. Send resumes to jobs@insigniapr.com and put “assistant” in the subject line. 11/09

Inner Circle Marketing, a division of Full Picture PR is looking for highly motivated individuals to assist executives on entertainment outreach, event coverage and celebrity attached projects. Responsibilities include: general office work, phones, and assisting with events. Candidates must be highly organized, self starters and able to adapt to busy environment. Confidentiality a must!!! This is an unpaid internship.  Please fax resumes to 310-246-0522. 11/04

Fox Domestic Theatrical Publicity department is looking for administrative assistants to provide support to busy executives in the areas of Publicity and Promotions. Must have a minimum of 1-3 years' experience in promotions and/or publicity within the film/TV industry or an agency, and experience with business press or trade publications. e-mail resumes to fferesumes@fox.com. 11/4
A top entertainment PR firm handling personal publicity for many a-list actors and actresses based in Century City is looking for an energetic, intelligent, and dedicated intern. The hours are flexible, but commitment is essential. We prefer to have a third or fourth year student who had interest in growing as a personal publicist. fax cover letters and resumes to (310)286-2255. 11/4

B/W/R Public Relations is seeking an assistant for a talent publicist. Responsibilities include: correspondence, phones, scheduling, fielding client requests, and coordinating personal appearances. Must be organized, able to deal w/high-pressure situations, be a quick-learner, detail oriented, pro-active, possess good people skills, and willing to work long hours. Previous PR or ent. industry experience a +. Position available now. Email resume to Melissa Erickson at Merickson@bwr-la.com. 11/4
PR assistant at Boutique PR Agency with A-list clients. Senior Publicist seeking an assistant whom is organized, detail-oriented, able to work under stress and have excellent computer and writing skills. Assistant will be involved with clients' day to day PR functions and basic assistant duties. Understanding of the business, knowledge of agencies, managers and press, and prior PR experience preferred. Have a great attitude and sense of humor in demanding yet fun environment. Please email resume to lapublicityjob@yahoo.com. 11/02
PRODUCTION POSITIONS (All positions)

NEW YORK POSITIONS (All positions)

Exec Assistant needed in NYC for busy exec chairman/overseer and media producer. Must have entertainment and paralegal experience, ability to travel; create, maintain and coordinate files; develop and maintain relationships with partners, co’s and personalities; discreet; detail-oriented; resourceful; proficient with computer and all things digital. Position will include scheduling, correspondence, research and occasional special projects. 24/7 accessibility. Business background is preferred. Applicants, fax cover letter, resume, salary requirements and references to 310-550-1932 attn: Tina. 11/11

RECEPTIONIST/BOOKEEPING/OFFICE MANAGER/RUNNER/ PA/ HR/ ETC.

The Wayans Bros. Production Company needs a receptionist immediately. It's average pay (depending on your experience.) It's a fun office with cool people! It's the usual receptionist duties, i.e. greeting guests, ordering supplies, etc. We would prefer someone who has some experience handling busy phones. Fax your resumes to (323) 930-6736. 11/11
Film production company seeks a receptionist for full-time employment. Applicant should be cordial and friendly w/excellent oral communication skills. Computer experience required. Opportunity for promotion available. Benefits and two weeks paid vacation annually. Responsibilities include operation of multi-line telephone system; sort and route mail; send and receive packages; and other duties as assigned. E-mail cover letter and resume to jobs@skefilms.com or fax 310-777-8892. 11/9

Successful feature film production company is seeking a runner to run errands, make deliveries, and assist in the office mailroom. Candidate must be organized, eager, interested in the entertainment industry, and able to multi-task. Please Fax resume to Kevin at (310) 887-1168. 11/4

Looking for a runner/office PA for a Paramount based production company. Duties include helping out with an extremely busy office and making runs all around town. Car with valid insurance a must. Full time position. Please fax cover letter and resume to 323-862-2288. 11/4

Small TV production company on Sunset Gower Studios seeks a Receptionist. Must be able to handle many phone calls and several tasks at once. During production or shoot week, office gets a little crazy. Must do whatever needs to get done to help the production succeed. Organized folks please apply. Must also have a great sense of humor. A real positive can-do, attitude essential! Please e-mail and cover letter to jobs@7ate9.com PS great opportunity for former intern or recent grad. 11/02

Receptionist needed at a post-production facility asap. Looking for patient and personable individual who is professional and dependable. Duties include answering phones, greeting visitors, ordering office supplies, filing, faxing, organizing and various other duties. Must be able to multi-task and be computer savvy. Some experience preferred, but not necessary. Both and night positions available. Compensation commensurate w/experience. Fax resume to 626-334-4945. 11/02

INTERNSHIPS (Film and Television)
Benderspink is seeking bright and motivated interns with a passion for entertainment. Interns will gain significant film industry experience with exposure to the daily activities of a leading production and management company. Duties include reading scripts, writing coverage, research, and assistance with general office management. Great opportunity to segue into permanent positions in myriad aspects of the industry. fax resume and cover letter to 323-904-1802 or email info@benderspink.com 11/11
Manager/Producer at Anonymous Content (Eternal Sunshine, Babel, Fifty First Dates) seeking an intern interested in hands-on experience. Company is involved in feature and tv, music video and commercial production, and talent management. Duties include everything from processing scripts to development tracking and other creative tasks. Interns are considered a member of the team. College credit (possible). e-mail resumes to lvolat@anonymouscontent.com or fax Lorne at 310.558.4212. 11/11

Ascendant Pictures has non-paid internships available now. Duties include scripts coverage, general office work and so forth. A great environment to learn the creative and financial aspects of the film world. Applicant must have a car, be reliable and willing to tackle any task that arises. Send resumes to (310) 288-4601 or info@ascendantpictures.com 11/11

The Tannenbaum Company (Executive Producers of Two and a Half Men and located on the Warner Bros. lot) seeks a bright, intelligent, energetic intern to begin immediately.  Candidates should be computer savvy, have excellent office demeanor, and be willing to commit at least 15 hours per week.   This is a great opportunity for anyone who is interested in learning about movie and television production and development.  This is an unpaid internship. College credit required.   Please email resumes to lindsay7124@hotmail.com 11/11

Paid intern needed one day a week for a boutique management & production company. Duties include general administrative/office duties, screening calls, coordinating travel with travel agents, production companies, tour managers etc., and coordinating PR for clients. Knowledge of Outlook, Word, & Excel. Fax resume to 310-275-9082 or email as an attachment to management@ammanage.com. 11/11

Nabushea Productions seeks intern for Beverly Hills office. Company produces feature films for major studios. Duties include office/administrative work, research, reading scripts, and running errands. Applicant should be a quick thinker, organized, ambitious and eager to learn. Position offers flexible days/hours, advancement possibilities and experience in all levels of the filmmaking process. Internship is unpaid but can provide school credit. Email cover letter/resume (no attachments) to philipeisen@aol.com 11/11


Bright, motivated film school students wanted for paid intern positions at feature/TV/theatre production company. Duties include answering phones, reading and evaluating material, researching book rights availabilities, preparing submissions and general office work.  Please submit only one piece of sample coverage with resume."  Must have strong reading/analytical skills.  Send resume to: Suttonlex@yahoo.com or Fax: 310-281-2152. 11/11

Multifaceted entertainment industry company seeks administrative, publicity and development interns. Real hands-on experience, and a chance for future advancement in fast-paced, very meticulous but fun small office environment. Ability to prioritize, multitask, follow directions and work under pressure, essential. Exposure to several aspects of the industry, including work associated with producing top-notch networking events, script coverage and career guidance. Unpaid position. College credit available. Resume/references/cover letter to marli@hgenonline.com. 11/11

Popular online international entertainment industry publication seeks editorial interns to develop and produce content for fun magazine. Qualified candidates should be comfortable interviewing top players in film, television, comedy and music for feature articles, as well as attending/covering industry events. Candidates should be knowledgeable and passionate about entertainment, with strong research, phone and writing skills. Unpaid position - will support college credit. Flexible schedule. Send resume, references, cover letter.marli@hgenonline.com 11/11

The Weinstein Company, Bob and Harvey Weinstein¹s brand new company, has internships available now in Production/ Development and Acquisitions. Duties include extensive script coverage, general office work, minor runs and research. Attention to detail is imperative. Small daily stipend available -- must be able to receive school credit. Please fax resume and cover letter to 323 965 8141. 11/9

Management/Production Company based on a Studio lot seeks intern to start ASAP. Ideal for film school students and/or those interested in the entertainment industry. Responsibilities include script reading with coverage, general office work (i.e. answering phone, scheduling), and any other tasks as they come up. Previous experience reading scripts is a plus. Days and hours per week are flexible. No pay. College credit only. email resume and cover letter to: management_intern@yahoo.com
The Gotham Group a management/production company is seeking interns. We are in development on three films, and represent writers, directors and animators that have worked on Dukes Of Hazard, Starsky & Hutch, Nightmare Before Christmas. Admin tasks such as phones, copying, filing and general office duties. Creative duties include reading scripts, writing coverage and story notes. School credit only. E-mail resume/cover letter to nick@gotham-group.com.

Kopelson Entertainment, the production co. behind hits such as Se7en, Platoon, and The Fugitive seeks interns immediately. Great opportunity to learn in a fast-paced, open-door environment. General office support with opportunity to meet w/ execs, learn how to write notes & coverage, etc. Applicants must commit to 2 days a week minimum. Please e-mail resumes to kevin@kopelson.com or fax resumes to Kevin at 310-407-1501. 11/9

Mandeville Films and Television at Disney is currently looking for part time interns with an eye for feature film development. Interns must commit to a minimum of three months two days a week from 9am to 6pm or 10am to 7pm. Activities include reading scripts, doing coverage, filing, updating databases, moderate phones and running errands around the Disney Studio lot. Fax resumes & cover letter to (818) 842-2937 or email to internships@mandfilms.com. 11/9

Boutique Beverly Hills talent agency is looking for an enthusiastic, detail-oriented student or graduate for paid internship. Duties to include assisting agents and assistants, copying scripts, answering multi-line phones, research, and assisting new music department with burning/labeling CDs and listening to incoming artist submissions. Person must be able to commit to 3 days a week.  Contact us through email: agency_jobs@yahoo.com or fax number 310-285-0218. 11/9
Production company with studio deal needs full-time intern starting in Jan. You will get first-hand training and experience on a desk and a complete foray into the movie-making process.  Duties include database maintenance, phones, schedules, copies, reading scripts, writing coverage and general grunt work.  This is an incredible opportunity for someone who has the time to make it happen.  School credit only.  Resumes and cover letters to productioncompanyinternship@yahoo.com. 11/9
Intern needed for Film & TV Production Company Cowan Entertainment (“Very Bad Things” Women" "Scorched"). You will be involved in development, covering scripts, project research, answering phones, and basic office duties. Applicants should be organized, energetic, and proactive. We work as a team. Please fax your resume to (323) 822-1086. 11/9


A-list Feature Film Director looking for interns to start immediately. Candidates must be hard working students with great communication skills. Position is unpaid but offers a great opportunity to learn about development and all aspects of the production process. Duties will include reading scripts and coverage, answering phones, errands, and general office duties. Opportunity to be on set for LA prod in early new year. email resume and cover letter to internship05@mac.com. 11/4

Prestigious boutique-sized talent agency seeks intern to help with office duties – filing, faxing, photocopying. Position pays $8 an hour. Other responsibilities include pulling pictures and resumes, updating files, and dubbing demo reels. Requires an organized and efficient individual. Please email resumes to ian@smsla.com.

Los Angeles Based Television Production/Distribution Company looking for Interns.  Company looks to promote within!

Qualifications:  self -motivated/ self-starter, hard working, with great communication skills, Intelligent, Personable, Computer Literate on Microsoft Windows and Microsoft office, knowledge of video editing  a +. Candidate must be able to work 3 days a week. Internship is non-paid, school credit is available. Send Resumes to: tvresumes@yahoo.com
Radar Entertainment is a leading entertainment company. We are looking for editorial interns to work with us to develop and produce content for major celebrities and music artists. Qualified candidates should be creative, and possess strong research and writing skills. Interest or particular knowledge of one or more general entertainment categories (music, film, television, pop culture, comedy, or sports) is essential. Email Miranda@radarpictures.com or fax (310) 824-4176, Attn: Matt.
Internship available for busy talent management office in Burbank. Candidate should be organized, detail-oriented; basic computer skills and knowledge of photo programs helpful; good phone manner and ability to multi-task a must. Unpaid. Flexible schedule and college credit available. Please email resume and dates of availability to Terri at talentinkla@aol.com.

Fuse Entertainment, a literary management / production company, is seeking hard working interns to start immediately. This is a tremendous opportunity for anyone interested in learning all facets of the industry from representation and development to financing and distribution. Duties include minimal admin and general office duties, reading scripts, watching films, providing notes and coverage, as well as researching projects and materials. unpaid position, but will support college credit. send resumes and cover letters to: mbondesenasst@ufuse.com. 11/4
Platinum Studios, a Beverly Hills-based production company known for comic-to-film adaptations is seeking an intern 3 days a week to work directly with COO. Skills: knowledge of excel, filemaker a must; any financial modeling a plus. Requirements: energy, enthusiasm, great clerical skills and uncanny attention to detail. Cover/Resume to brian@platinumstudios.com. Students preferred, not required. 11/02

Interns Needed at Hair, Makeup, & Wardrobe Styling Agency. We are looking for an intern who will be able to work 2-4 days a week, 4 hours a day. This is a great way to become a part of the fashion & beauty industry. Tasks include: arranging artist portfolios, magazine tracking, answering phones, scanning images for website, filing, light faxing, etc. Organization & awareness are essential! Please send resumes to: peter@eamgmt.com  11/02

Award-winning writing/producing team seeks interns to start immediately on documentary and reality projects. Duties include but are not limited to researching and coordinating shoots, assisting on set, logging tapes and daily office management. No pay, but credit provided. Must be comfortable with gay and lesbian content. Please email resumes to: waterloofilms@aol.com 11/02

Simmons Lathan Entertainment & Media Group are looking for two very enthusiastic interns to work with our Director of Operations & Manager of Marketing. Applicant must be detail oriented & work well with others. This is not a paid internship but college credit can be given. Please contact beneca@simmonslathan.com ASAP if interested. 11/2

Development internship at a great film production company.   Duties include script reading and coverage, research, answering phones, and basic office duties such as copying, faxing, filing, assisting with expense reports. Looking for somebody who can commit to 2-3 days a week. Position is unpaid.  Please send a resume with a brief cover letter to devposition@gmail.com.11/02
Friendly boutique management/production company seeks part-time intern. Some intern stuff: filing, typing, blah blah blah. When possible we will try to pass on more interesting jobs. Great place to learn about talent representation and this side of the industry. Hours are flexible, credit is possible. Must have a good phone manner, and be comfortable on the computer. There is a possibility for advancement. Fax over cover letter and resume to Kim: 818-509-1137 11/02
Feature film and commercial director is seeking part-time intern for 8-16 hours a week.  This is a fantastic opportunity to work close-up on the development of two major projects.  Additional duties are coverage, research, and general office support.  Mac and Final Draft knowledge is a plus.  Email resume and cover letter to gregory@rwainwright.com. 11/02
Harris Tulchin & Associates, entertainment law firm / producer's representative seeks interns with interest in entertainment law / business affairs, financing, licensing, acquisitions, marketing, and distribution of entertainment product. Duties include filing, phones, accounting, drafting letters, revising agreements, viewing films, and general office duties relating to the acquisitions and licensing of independent films. Fax resumes and cover letters to 310.914.7927 or email: info4tulchinent@aol.com. 11/02

Established mid size Literary and Talent Agency seeks interns. Applicants must be able to provide admin support, be computer proficient, do coverage and have a love for extensive reading. Candidates need be multi-taskers, flexible, hard working. Interesting and pleasant working environment with ample learning opportunities about the entertainment and agency business. Beverly Hills adjacent. Contact:Gorgal@shapiro-lichtman.com 11/02

Great opportunity for motivated intern to learn ins and outs of feature and television development, financing, and production by assisting in the office of an established feature film producer. Requires a 2-3 day/week commitment for 3 months. Hours negotiable. Mac skills required. No pay, great environment.   Email resume to prod_internship@yahoo.com, attn: PW 11/02
Quattro Media - a rapidly growing management/production company involved in a vast array of entertainment fields representing clients working in film, television, animation, videogames, comic books, consumer products and sports is looking for an intern who is close to graduating college. This is a great position for someone who is knowledgeable and passionate about entertainment and not be intimidated by a fast-paced office environment. Resumes to cschulze@quattromedia.net  11/02
Corner of the Sky (Evan Almighty, Like Mike, Legends of Knott's) looking for bright interns. Want hard working, creative self-starters with communication skills & patience. Duties: covering scripts, administrative. Potential for input/$$ gain on company film & tv projects developed from ground up. Terrific opportunity to learn spec script market. Unpaid, flexible hours, great experience, recs. Fax Dustin 323-860-1574. 11/02

Development Internships available at Marvel Studios (Spider-Man, Spider-Man 2, X-Men, X2, Fantastic Four, Hulk, Blade, etc.). Both full time and part time available.  Interns must receive course credit.  Responsibilities include script coverage, extensive project research, filing, faxing, photocopying, and other basic office duties.  This is a fun place to work and this is a growing internship program!  Please fax resumes to (310) 285-9825 or email to: marvelstudiosinternship@gmail.com 10/28

Established producer in Santa Monica seeks interns interested in development and film finance. All interns participate in weekly creative meeting with producers and executives. Duties include script coverage, scheduling, placing and rolling calls, research, and general administration duties. Interest in Asian Films preferred. Strong organizational skills. Non-paid with potential for paid assistant position. Please e-mail cover letter and resume to manifestco@hotmail.com 10/28

Industry Entertainment, a Los Angeles management and production company, is seeking interns to work at least two full days per week during the fall and spring semesters. Duties include coverage, project research, and administrative tasks for all departments. School credit from an accredited institution is mandatory. General knowledge of computers is essential. Fax cover letter and resume to (323) 954-9023.  Indicate availability.  Applicants of interest will be contacted directly. 10/28

NOTE: For other employment opportunities check: www.hcdonline.com, www.showbizdata.com or www.entertainmentcareers.net
The UTA Job List is intended for the personal use of its recipients.  Mass forwarding of this email or posting of this list or any information derived from the list on any web site or message board in its entirety or in parts without the express written permission of the list administrator (Jesse Albert) is neither permitted nor within the spirit of the efforts put into its creation.  All right are reserved.  © 2004-2005
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