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Political Activities:
Barack Obama for President, Brooklyn, NY, 2008 & 2012

Volunteer and Event Organizer
Planned small-scale fundraising parties, participated in grassroots outreach and informational gatherings, assisted with fundraising via social networking, and with voter registration and GOTV. 

John Kerry for President, New York City, Spring 2004

NYC Headquarters, Finance Volunteer & Fundraiser

Active member of the event staff. Duties included coordinating events, handling finance committee transactions and transmittals, organizing and finalizing guest lists for fundraising events, making and receiving phone calls and fielding questions about the candidate.
.

Work Experience:

Writer New York City, 2004-present

Screenwriter, "New York Getaways," travel documentary series 

Playwright,  "Life-Changing Tomatoes" (full-length play)

                     "Simon's Summer of Woe" (produced one-act play)

Writer, MindBodyGreen.com. A website for healthy living, holistic lifestyle, and yoga.

Writer, “Failed Actress Blog”, compilation of autobiographical short stories based on the struggles of being an actress in New York City:  www.failedactressblog.com
Telesis Corporation, New York City, 2010-2012

Freelance Writer/ Copy Editor

Provided writing, website and brochure copywriting/copy-editing, social media, assisted in promotional projects, administrative assistance.

Jena Wellness Center, New York City, 2011- 2012

Office Manager/Copywriter/Public Relations

Responsible for center finance and sales, client relations, copywriting, promotional materials, and social media for nutrition business. As well as rental sales, handling payments, budgeting, bill paying. Responsible for giving tours of the space, marketing/promotion for new sales, signing in new clients and renters. In charge of general center maintenance, keeping the place in excellent condition and managing cleaning staff and company interns. Also working as an Executive Assistant to the CEO, Jena La Flamme, handling her business operations, dealing in client relations, and organizing and maintaining her travel and business schedule.

Greenkey Resources, New York City, 2008-2011

Executive/Writer/PR Assistant 

Provided administrative duties in various corporate offices around New York City, including Trump Realty, Calvin Klein, Cipriani, Global Access, Organic Inc, and The Rockefeller Group. Responsible for office organization and maintenance, as well as handling high volume reception. Microsoft Office experience. 

Stewart F. Lane Productions New York City, 2008-2009

Executive/Personal Assistant
Professional, executive assistance for Broadway producer. Business and personal schedule coordination/maintenance through Microsoft Outlook. Handling of promotional material, travel schedule and bookings. Office organization. Running various types of personal and business errands. Telephone reception, handling a high volume of calls. Dealing with matters in the office and at home.

Rattlestick Playwrights Theater, New York City, 2009-2010

Assistant Stage Manager (Actors Equity Association)
For the productions of Lady and Geometry of Fire. Provided assistance to the stage manager, backstage troubleshooting, technical assistance, props, organization and schedule maintenance of cast and crew, as well as promotional work online.

Yoga Instructor, New York City, 2010-Present
Graduate of Laughing Lotus NYC, 200-hour teacher training. I also work with private clients, children, including one celebrity client. I teach at various yoga studios in NYC, including Laughing Lotus, Plaza Wellness, Lucky Lotus and Park Slope Yoga Center. I am registered with the National Yoga Alliance. www.alyssaritchyoga.com
Education:
Skidmore College, Saratoga Springs, New York

Bachelor of Arts Degree in History, Minor in Theater

American International School, Vienna, Austria

High School Diploma, Book Awards for excellence in Theater, Music, Writing

Skills:
Computer Skills: MS Office, Word, Outlook, Excel, PowerPoint, Wordpress, MindBodyOnline, Blog/website maintenance, Online research, Social Media (LinkedIn, Facebook, Twitter, Gmail, etc.)

Writing/Blogging/Copywriting: playwright, writer, blogger, copywriter. Website maintenance, social media, Wordpress blogger

Acting: Former stage and screen actress. Member of SAG, AEA, and AFTRA
Languages: Conversational Italian
References available upon request

