Mason Richards

1961 North Argyle Avenue #5

Hollywood, CA 90068

323-842-2052

masonic3@hotmail.com
EXPERIENCE

Firefly Education, Seattle, WA

Consultant/Workshop Facilitator:  Co-lead large group interactive workshop with high school students in Washington State as part of a longitudinal study with the Washington Education Foundation and The Bill Gates Foundation.  Seasonal.  8-99 - Present
Paramount Pictures
International Television, Sales & Marketing, Los Angeles, CA

Marketing and Publicity Assistant:  Assisted VP with correspondence, creating marketing sell sheets, talent relation and various publicity event planning.  6/00 – 8/01
CBS News
Public Eye with Bryant Gumbel, New York, NY

Researcher/Production Assistant:  Conducted research using Lexis/Nexis, AP Wires and the internet.  Conducted phone and off-camera pre-interviews.  Assisted in the development of story ideas for broadcast.  Additional responsibilities also included fact-checking, booking film crews, and assisting Senior Producer with administrative and production related duties.  2/98 – 3/99

CBS News

CBS This Morning Show, New York, NY

Broadcast Assistant:  Assisted Senior Staff, Producers and Writers with research, archive film and video searches.  Also assisted in field producing, closed-captioning co-ordination, viewer relations, guest co-ordination, booking and co-producing segments for broadcast.  8/97 – 2/98

Chesser & Assocaiates, P.C., Nashville, TN

Paralegal/Legal Assistant:  Worked with Entertainment Attorney.  Conducted legal research.  Drafted record contracts and agreements.  Wrote correspondence.  Managed client relations, reviewed red-lined documents, made appointments and served as firm’s office manager.  8/95 – 1/96

The Black Filmmaker Foundation/Tribeca Film Center, New York, NY

Assistant to Director:  Assisted in the planning and implementation of special event screenings of African-American feature films including Tri-Star’s “Devil in a Blue Dress” and “Cry of a Beloved Country” with Marimax Films.  Also co-ordinated screening schedules and acted as a liaison between filmmakers, distributors and production companies.  Internship 9/94 – 12/94
Jim Henson Productions, New York, NY

Production Assistant:  Worked in Pre- and Post- production of the ABC Television series “CityKids.”  Assisted Executive Producers, Associate Producers and Directors with casting, talent contracts, production schedules, time-sheets and production notes.  5/93 – 9/93

Teitelbaum, Hiller, Rodman, Paden & Hibscher, P.C., New York, NY

Administrative Assistant:  Assisted partners, attorneys, and paralegals with research, filing documents, client relations, banking, reception and general firm management.  8/91 – 8/92  

EDUCATION

Vanderbilt University, Nashville, TN

BA English:  Intellectual History

BS Human & Organizational Development, May 1997

Skills  Computer Skills:  WordPerfect, Microsoft Word, FileMaker Pro, Adlus Pagemaker.  Strong skills in research, planning, and organization.  Fast Learner.

REFERENCES  Will furnish upon request.
