
J A Y L E N  S .  W I L S O N

Bachelor of Fine Arts, Theatre Arts | Magna Cum Laude with Honors
Howard University 

Midsummer in Oxford Program 
British American Drama Academy  

Los Angeles, CA 

E X P E R I E N C E

EMBASSY SUITES BY HILTON
HUMAN RESOURCES & ACCOUNTING |  SEPT 2019 -  SEPT 2020 

Managed, organized, and developed resources for resolut ion to resolve internal  problems for 40+ employees 
Monitored, maintained, and assessed al l  monetary accounts concerning hotel  business

STUDIO THEATRE
STUDENT LIAISON |  JAN 2018 -  MAY 2019

Developed a stabi l ized relat ionship between Howard Universi ty students and Studio Theatre 
Coordinated new partnerships and opportuni t ies for  Howard Universi ty students

E D U C A T I O N

WIDER CIRCLE
OPERATIONS SPECIALIST |  SEPT 2020 -  JUNE 2021

Cult ivated, devised, and organized processes for onboarding and employee needs 
Acquired new talent to compl iment the mission and goals of  the company

L E A D E R S H I P ,  A F F I L I A T I O N S ,  A N D  P R O F E S S I O N A L  D E V E L O P M E N T

KAPPA ALPHA PSI FRATERNITY, INC. Act ive Member 

TELEVISION ACADEMY FOUNDATION Alumni Fel low 

HOWARD UNIVERSITY ETS HELP DESK
HELP DESK TECHNICIAN |  JAN 2018 -  MAY 2019

Formulated solut ions regarding technical  issues for non-technical  and technical  Howard Universi ty users
Ensured al l  the needs of  Howard Universi ty users were met by providing ef fect ive communicat ion and customer
service ski l ls  

SCREEN ACTORS GUILD - AMERICAN FEDERATION OF TELEVISION & RADIO ARTIST
SPECIAL INITIATIVES INTERN |  JUNE 2017 -  AUG 2017

Devised creat ive in i t iat ives wi th in the fo l lowing departments:  Radio,  Broadcast,  LA Local ,  Diversi ty,  and the Screen
Actors Gui ld Award Commit tee
Attained new ski l ls  on how to ef fect ively protect  and insure members represented under the SAG-AFTRA Union
partnership 

Publ ic Speaking
M3 Account ing Software
QuickBooks Software
Microsoft  Off ice 
Social  Media:  Instagram, Twit ter ,  Facebook

S K I L L S  

EICOP - HBCU IN LA Alumni Board Member

JOHN WELLS PRODUCTIONS

PRODUCTION ASSISTANT |  JUNE 2021- MARCH 2022
Manage technical  and administrat ive tasks for  the employees and the of f ice 
Maintain a professional  at t i tude whi le running errands and handl ing conf ident ia l  informat ion

EXECUTIVE ASSISTANT |  MARCH 2022 -  JANUARY 2024
Manage al l  administrat ional  tasks concerning the Televis ion Department including schedul ing,  ro l l ing cal ls,  and
research, and scr ipt  coverage  
Col laborat ing wi th teams across al l  companies and product ions 

COORDINATOR, TV |  JANUARY 2024 -  CURRENT
Coordinat ing var ious tasks related to our te levis ion development s late
Col laborat ing wi th our company and product ion teams to ensure a seamless workf low for act ive product ions


