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Professional Summary

Operations specialist with experience improving complex processes and delivering outcomes.

Work Experience

Operations Coordinator, Example Company

- Responsible for preparing reports and coordinating several internal and external tasks.

- In charge of following up with teams and making sure duties were completed.

- Assisted with preparing documents and supporting daily operational activity.

- Worked on different reports and helped with general communication tasks.

- Tasked with monitoring work and helping various team members each week.

- Responsible for routine follow ups and scheduling meetings for management.
- In charge of weekly meetings and preparing notes for the department.
- Assisted with reports and internal coordination when managers needed support.

- Worked on routine files and followed instructions provided by colleagues.

- Responsible for various tasks that came up during ordinary project delivery.

Education

BA Business Administration, Example Institute

Skills

Excel, data analysis, reporting, scheduling, supplier management

Additional Projects

Led independent planning work and collaborated with cross functional teams to improve communication and document quality.


