Avery Morgan
Program Operations Analyst | Seattle, WA | resume@example.com | 555-014-2098 | linkedin.com/in/example-candidate
Professional Summary
Program operations analyst with 7 years of experience using clean documentation, measurable achievements, standard headings, and keyword-rich project evidence to support hiring-screen clarity.
Core Skills
Program operations | Data reporting | Process documentation | KPI tracking | Stakeholder support | Workflow analysis | Excel | SQL | Jira | Google Workspace
Professional Experience
Program Operations Analyst, Northstar Cloud Systems | Seattle, WA | 2022-Present
· Documented core workflows using plain labels, consistent dates, and measurable achievement bullets for program leaders and cross-functional teams.
· Improved reporting accuracy by aligning program data definitions across intake forms, dashboards, and weekly review materials.
· Created operating reports that clarified scope, tools, responsibilities, and outcomes across 10 recurring workstreams.
Operations Specialist, Meridian Productivity Group | 2018-2022
· Maintained project trackers, issue logs, and stakeholder updates with clear owners, due dates, and completion status.
· Analyzed request patterns to identify workflow bottlenecks and recommend practical process fixes.
Coordinator, Brightline Software | 2016-2018
· Maintained accurate project records, customer or stakeholder updates, recurring reports, and follow-up actions for managers and cross-functional teams.
· Improved day-to-day execution by organizing documentation, tracking open tasks, and communicating status changes before deadlines.
Selected Projects
· ATS-Safe Resume Model: Structured content around standard sections, keywords, dates, and accomplishment metrics.
· Program Dashboard: Organized active work by status, owner, risk, and business priority.
Education
Bachelor of Science in Information Systems, University of Washington
Certifications
Google Data Analytics Professional Certificate | Certified ScrumMaster
Resume Design Notes
This sample uses a one-column DOCX layout, standard section labels, clear dates, measurable achievements, and role-relevant keywords. It avoids photos, columns, text boxes, icons, rating bars, and heavy graphics so hiring systems can parse it cleanly.
