JORDAN EXAMPLE P12 - Responsible for routine follow ups and scheduling mee
CASEIDP12 - In charge of weekly meetings and preparing notes for tl
jordan.pl2@example.com | +1 202 555 0199 | linkedin.com/in/jordaesiataglavith reports and internal coordination when managers needed st
Professional Summary - Worked on routine files and followed instructions provided by colleagues.
Operations specialist with experience improving complex processes Radmelsiblinfpoutcamussasks that came up during ordinary project deliver
Work Experience Education

Operations Coordinator, Example Company BA Business Administration, Example Institute

- Responsible for preparing reports and coordinating several intern8lkélisd external tasks.

- In charge of following up with teams and making sure duties werebbarapldstd.analysis, reporting, scheduling, supplier management

- Assisted with preparing documents and supporting daily operatioeddititvity.Projects

- Worked on different reports and helped with general communicatibedaséiependent planning work and collaborated with cross functional team

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



