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Kevin James Guillaume
Education: 

Louisiana State University, Baton Rouge, Louisiana
Bachelor of Fine Arts – Theater - May 2004 

Work Experience: 

Office Manager/Bookstore Manager – Pacific College of Oriental Medicine, Chicago, Illinois, Oct. 2007 – Present
· Oversee daily operations of the college and bookstore i.e. Quickbook sales and reports, opening duties, student relations, file management, tracking pretty cash, receive all deliveries and reception. 

· Communicate and update the Administrative Deans’ Schedules.
· Compile payroll for over 75 employees and account payables for the Chicago Campus.

· Assemble readers and acquire all academic materials for the bookstore each semester.

· Verify that the network and copiers are in proper working order.

· Order all office supplies and equipment for the college.
Retail Manager - Computer Network Source, Chicago, Illinois, Dec. 2005 – July 2007
· Survey daily operations of the business i.e. cash deposits, customer service, opening and closing duties.

· Maintained in-store computer network of 30 computers and eight printing devices including: virus protection software, network connectivity and software updates.

· Provided additional customer service for outside repair and networking contracts.
House Manager - iO Theater, Chicago, Illinois, Dec. 2004 – Jan. 2008
· Managed a theater staff of 15 (Including Bar Staff, Box Office, Tech/Lighting, Interns and Servers).

· Coordinated performances for 30 - 50 performers (4-6 shows) per night. 

· Created a positive show experience for audience members, maintained theater schedule, responsible for theater’s cash on hand, deposits, and opening and closing duties.

· Taught several improv/acting workshops and coached improv performance teams.

Executive Assistant to the CEO and Owner - iO Theater, Chicago, IL, Aug. 2004 – Sep. 2005
· Arranged travel, accommodations and security for out of town performers, friends/family and VIPs.

· Organized interns into task oriented groups to facilitate the production of shows.

· Helped plan events, conferences and production meetings.

Camp Counselor/Instructor - BREC, Baton Rouge, Louisiana, Summer of 2001 & 2003      

· Responsible for class of 50 children for 8 - 10 hours a day, 5 days a week.

· Developed activity plans, coordinated travel for field trips and managed parent/teacher relationships.

· Dedicated to students’ well-being, entertainment and safety at all times.

· Taught the children how to play chess.

Skills:  IT Helpdesk, Quickbooks, Microsoft Office Suite Mac or PC: Word, Excel & Power Point , Photoshop, Various video editing, Adminease. 
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