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Warner Bros. Technology Burbank, CA​
Executive Assistant for SVP of Digital Operations, Products, and Engineering ​
(September 2017 - February 2021) 

●​ Managed a highly complex executive calendar, ensuring seamless scheduling and prioritization 
●​ Spearheaded department culture initiatives, including the successful "Drink & Brag" event, fostering 

knowledge sharing and team engagement. 
●​ Built strong relationships with executive assistants across departments to facilitate collaboration 
●​ Participated in company Hackathon that focused on AI/ML 

○​ Managed my own team to create a product called “Work Buddy” 
■​ Work Buddy was a community app built to connect employees of different depts to 

each other for mentoring, common interest clubs, highlight company events, and 
promote company opportunities 

■​ Work Buddy used AI weighting to recommend employee connections, particularly 
with colleagues across the studio’s various divisions 

■​ Work Buddy also used AI weighting to assist HR in finding suitable candidates within 
WB based upon the skill sets they chose to enter within the app 

●​ Helped with on-boarding and off-boarding Contractors as needed 
●​ Handled office administrator duties such as parking validations, supply orders, and printer issues 
●​ Reconciled expense reports for executive as well as for the department purchasing card 
●​ Utilized my wits for any miscellaneous venture my executive wanted completed; figured it out! 

 
 

Warner Bros. Domestic TV Distribution Burbank, CA 
Senior Contract Administrator (September 2013 – September 2017) 

●​ Trained newly hired employees in all aspects of their role (continued to support their knowledge 
growth) 

●​ Managed department functions and productivity to ensure continuation of seamless contract 
execution 

●​ Delegated on a daily basis incoming tasks to utilize the skills of department team most efficiently  
●​ Rewrote department procedure (removed legacy tasks, streamlined process, reorganized workflow) 
●​ Reviewed and implemented internal change orders (ie. an internal amendment to an executed 

agreement)  
●​ Assisted the Clearance Department with the review of Nielsen program station lists; contacted 

station Program Managers and addressed discrepancies (broadcast windows, barter, opt. etc.) 
●​ Updated STARS database with deal points for newly created field orders (FOKs); required 

understanding of legal provisions and terms 
●​ Reviewed and prepared nationally syndicated station group signed contracts for Warner Bros 

signatory 
●​ Prepared signed contracts to be fully executed; returned fully executed agreements to station  
●​ Organized and cross-referenced specific FOX agreement paperwork and facilitated completion of FOX 

deals  
●​ Corresponded with station representatives to resolve concerns and requests  
●​ Created and facilitated implementation of Syndex riders for Field Order Contracts as needed 
●​ Maintained filing system in compliance with audit standards 
●​ Researched and located within physical files necessary backup documentation for audit support 
●​ Point of contact for building manager regarding department relocation July 2015 

 
West Coast Dental (Corporate office), Santa Monica, CA​
Finance/Accounting Assistant (February 2013 – August 2013) 

mailto:kennonmarie@gmail.com


●​ Reconciled payroll and expense accounts against general ledger entries 
●​ Analysis and report preparation (budget vs. actual performance, outstanding purchase order 

analysis/accrual, AR aging summary, insurance expense analysis) 
●​ Prepared and distributed financial statements and management reports 
●​ Tracked purchase order data for ongoing office budget analysis 
●​ Resolved outstanding purchase order issues 
●​ Calculated and invoiced tenants for utility and CAM (common area maintenance) expense allocation 

IONX LLC Now Amsted Digital Solutions (GPS monitoring for rail assets), West Chester, PA 
Office Administrator and Corporate Buyer (December 2011 – February 2013) 

●​ Resolved purchasing discrepancies for Accounts Payable and Accounts Receivable (via SAP) 
●​ Purchase requisitions for the engineering department as well as daily operations  
●​ Facilitated new vendor relationship process (verified information, supplied necessary legal 

documents, etc.)  
●​ Data correlation (master lists for production/inventory, cost per unit analysis, ISO Certification, 

Product Guide)  
●​ Coordinated business meetings, luncheons, and company events 
●​ Additional Projects Completed:ISO 9001:2008 Auditor for internal audits; researched prices 

(internationally) for IECEx/ATEX Certification for intrinsically safe devices; resold surplus inventory; 
cost per unit analysis which resulted in M2M carrier switch and estimated savings of over $30,000 

Guardian Storage Centers & StorAmerica Management (Acquisitions/Escrow, Property Management), 
Irvine, CA 
Accounting Assistant (July 2007 – October 2011)    

●​ Managed the Accounts Payable process; streamlined workflow 
●​ Audited and tracked property invoices (noted all discrepancies); main point of contact for vendors 

(35 properties) 
●​ Reconciled bank company accounts  
●​ Billed retail tenants on a monthly basis for CAM charges 
●​ Developed and implemented integrated advertising; established a corporate online presence (via 

social media)  
●​ Assisted with tax preparation (1099’s & 1096’s) seasonally and Sales Tax Returns (for AZ sites) 

monthly 
 
DePasquale, Kelley & Company  (Property Tax Consulting Firm) Irvine, CA 
Administrative Assistant (August 2006 – July 2007) 

●​ Processed and filed county required legal documents (Change in Ownership Statement, etc.) 
●​ Researched commercial property characteristics (to assist with commercial assessment appeals 

process) 
●​ Trained new hires, delegated responsibilities, and managed office task flow  
●​ Updated online database (eProperty) and cross-referenced content (property value, parcel data, tax 

information) in Excel reports  
●​ Generated invoices and composed tax savings overview for clients 

 
EDUCATION 
Irvine Valley College, Irvine, CA - Associates of Business, Business Administration 
California Polytechnic Institute (Pomona) Class of 2026 
 


