Avery Morgan
Program Operations Analyst | avery.morgan@email.com | 555-014-2098 | linkedin.com/in/averymorgan
PROFESSIONAL SUMMARY
Parser-safe resume structure with standard headings, keyword-friendly role language, and readable reverse-chronological experience.
CORE STRENGTHS
Stakeholder communication | Process improvement | Reporting | Documentation | Cross-functional coordination | Practical problem solving
EXPERIENCE
Program Operations Analyst - Meridian & Co. | 2022-Present
- Documented core workflows using plain section labels, consistent dates, and keyword-rich achievement bullets.
- Improved reporting accuracy by aligning program data definitions across intake forms and review dashboards.
- Supported hiring-screen clarity with measurable scope, tools, responsibilities, and outcomes in each role.
Operations Associate - Northline Group | 2019-2022
- Supported team planning, client updates, documentation cleanup, and recurring performance reports.
- Coordinated schedules, meeting notes, and follow-up actions for managers and external partners.
EDUCATION
Bachelor of Arts in Business Administration - State University
TOOLS
Microsoft Office | Google Workspace | CRM systems | Project trackers | Reporting dashboards
