Avery Morgan
Operations Analyst | New York, NY | resume@example.com | 555-014-2098 | linkedin.com/in/example-candidate
Professional Summary
Hybrid operations analyst with 6 years of experience combining analytical skills, stakeholder support, process improvement, and clear work history evidence.
Core Skills
Operations analysis | Reporting dashboards | Process improvement | Stakeholder support | Data cleanup | SQL | Excel | Power BI | Documentation | Project tracking
Professional Experience
Operations Analyst, Harborline Capital | New York, NY | 2022-Present
· Opened projects with core strengths in analysis, coordination, reporting, and stakeholder support before connecting skills to recent work history.
· Created dashboards and process notes that helped managers track work quality, turnaround trends, and unresolved blockers.
· Connected skill areas to recent roles so hiring teams can see both capability and career context quickly.
Operations Specialist, Northstar Consumer Group | 2018-2022
· Analyzed service data, prepared weekly reports, and maintained documentation for recurring operating reviews.
· Partnered with managers to improve intake forms, ownership rules, and status definitions.
Coordinator, Beacon Advisory | 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
· Hybrid Resume Framework: Balanced skills evidence with reverse-chronological experience.
· Operations Dashboard: Tracked volume, completion rate, quality checks, and blocker themes.
Education
Bachelor of Business Administration in Finance, Baruch College
Certifications
Google Data Analytics Professional Certificate | Microsoft Excel Expert
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.
