
KAITLYN OHARA
EDUCATION

SKILLS

HONORS

Santa Clara University 
(SCU)
Major: 

Minor: Theatre
Grad Year: June 2019

• Microsoft Office 
• Avid Media Composer
• Adobe Premiere
• iMovie
• Proficient in Canon-100 

DSLR
• Book/Script Coverage
• IMDb
• Google Suite
• Social Media 

Management
• Leadership

• Cum Laude 3.68 GPA
• Dean’s List Recipient 
• Communication Honors 

Society
• Panhellenic Honors 

Society

WORK EXPERIENCE
Production Coordinator
Across the Pond

Nicole Opper Productions 
When I Write It Production Manager

kaitlynohara321@gmail.com

Manage domestic and international productions with Production 
Manager and provide administrative support
• Organize production logistics and paperwork of 2-5 simultaneous 

productions and livestreams
• Track project spending and reconcile budgets to meet 30% margin
• Assist with onboarding of crew, freelancers and new employees by 

managing relevant paperwork
• Assist producers with pre-production, production, and post-

production support as needed

Created daily shooting schedules with co-directors while managing 
cast and crew
• Managed 30+ cast and crew, and 30+ location and personal 

appearance releases
• Created 8+ daily shooting schedules with co-directors while 

maintaining script continuity, communicating plans with crew
• Documented production meetings, tracking data on locations, 

cast, and crew information

INTERESTS

• Traveling (Foodie)
• Theatre
• Gaming
• Pop Culture

Teaching Assistant
Santa Clara University

Assisted professors with course material, provided feedback and help 
for students in upper and lower division video production classes
• Trained and assisted 10+ students in camerawork, lighting and 

editing within Avid Media Composer
• Performed weekly inventory checks of film equipment

American Film Foundation
9th Circuit Cowboy Production Assistant
Supported director in post-production, licensing and distribution
• Researched archival images at 6+ libraries, on-site visits and online
• Organized and finalized 5+ licensing and release agreements
• Organized 3+ applications for film grants and PBS showcases

Whalen Films          
A Day with Benton Assistant Director
Supported director in pre-production, casting, and shooting, 
coordinating dressings and costumes
• Planned 4-day daily shooting schedule and an 80+ shot list
• Provided talent with scripts and on-set support, communicating 

shot numbers to audio and visual

www.kaitlynohara.com

SUMMARY OF EXPERTISE
3 years of diverse experience in research, film, production, casting, and 
pre and post production support.

I Oakland, CA
I June 2019- Aug 2019

I Santa Clara, CA
I Jan 2018– June 2019

I Santa Clara, CA
I April 2019 – July 2019

I Santa Monica, CA
I Nov 2019 – April 2020

I San Francisco, CA
I Nov 2020 - Current                              

(510) 566-6006

Communication /
Media Studies 


