Avery Morgan
resume@example.com | 555-014-2098 | Seattle, WA
	Key Skills
· Operations analysis
· Dashboards
· Process improvement
· Stakeholder support
· SQL
· Stakeholder updates
· Documentation
· Quality checks
Education
B.B.A. Finance, Baruch College
Certificates
Certified ScrumMaster
Google Data Analytics Certificate
Tools
Excel | SQL | Power BI | Jira | Google Sheets
	Summary
Hybrid operations analyst with 6 years of experience combining analytical skills, stakeholder support, process improvement, and clear work history evidence.
Career History
Operations Analyst at Harborline Capital | Jan 2022 - Present
Lead high-priority work across teams, keeping planning, reporting, documentation, and stakeholder communication clear from kickoff through delivery.
Key Responsibilities
· Coordinate operating plans, stakeholder updates, issue tracking, and delivery follow-up for priority initiatives.
· Build concise reports covering metrics, blockers, decisions, owners, and next actions.
· Partner with internal teams to keep customer-facing work accurate, timely, and aligned with business priorities.
Achievements
· Opened projects with core strengths in analysis, coordination, reporting, and stakeholder support.
· Created dashboards and process notes that helped managers track quality and turnaround trends.
· Connected skill areas to recent roles so hiring teams can see capability and context.
Operations Specialist at Meridian Productivity Group | Aug 2018 - Dec 2021
Supported managers and customer-facing teams with project tracking, reporting cadence, process notes, and recurring stakeholder communication.
· Improved recurring team visibility by standardizing status notes, decision records, and follow-up tracking.
· Reduced duplicate work by clarifying handoffs, owners, and review expectations across recurring workflows.
· Maintained clean documentation for tools, projects, stakeholder requests, and weekly leadership updates.
Projects
· Hybrid Resume Framework: Balanced skills evidence with work history.
· Operations Dashboard: Tracked volume, completion rate, quality checks, and blockers.
Interests
Professional development, community mentoring, practical data storytelling, and process design.
References
Available upon request.


