Jeffrey R. Hunter 
22130 Victory Blvd. A114 Woodland Hills, CA 91367
323-327-5575 – jeffrey.r.hunter@gmail.com 
EXPERIENCE
The Gym LA, Los Angeles, CA Front Desk Coordinator-Sales, 3/2013 to Present
• Perform various administrative and guest service duties
• Generate sales leads
• Give facility tours and finalize membership sales
• Train new employees
KCRW, Santa Monica, CA Events Staff, 01/2010 to Present
• Coordinate and monitor event timelines
• Arrange production aspect for events
• Maintain communication between departments
• Assist with production lighting/equipment breakdown
The Sports Club LA, Los Angeles, CA Facility Attendant II, 01/2008 to 11/2011
• Supervised and trained new team members
• Maintained and repaired fitness equipment
• Prepared schedules
Mole-Richardson, Co., Hollywood, CA Sales/Repair Estimator, 01/2007 to 12/2008
• Prepared lighting rentals/sales/repair estimates
• Performed all inventory duties
• Repaired equipment as assigned
Ohio Retirement System, Columbus, OH Membership Analyst, 07/1992 to 12/2006
• Managed retirement accounts
• Provided assistance to participants in understanding their benefits
EDUCATION
Santa Monica College, Santa Monica, CA 2012 - Entertainment Technology Certificate 

The New York Film Academy, New York, NY 2006 - Film Certificate 

Franklin University, Columbus, OH 2005 - Assoc. of Accounting/BA Finance/Partial MBA
TECH/SOFTWARE SKILLS
Windows/Mac OS’s, Microsoft Office, Adobe Suite CS6, Final Cut Pro, ProTools, Avid Media Composer, Rental Tracker Pro
