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Professional Summary
Entry-level operations candidate with internship, project, service, and campus leadership experience in coordination, documentation, customer support, and reliable follow-through.
Core Skills
Task coordination | Customer support | Meeting notes | Spreadsheet tracking | Calendar support | Communication | Google Workspace | Microsoft Office | CRM basics
Professional Experience
Junior Operations Coordinator, Northline Group | Columbus, OH | 2022-Present
· Coordinated project notes, task follow-ups, and status summaries during a semester-long operations internship supporting 4 department leads.
· Built a tracking sheet for deadlines, owners, and completion status across 30+ student organization events.
· Balanced customer-facing work with accurate records, punctual communication, and reliable shift coverage.
Operations Specialist, State University Career Center | 2018-2022
· Supported appointment scheduling, visitor check-in, document preparation, and email responses for student services staff.
· Maintained organized records and shared updates with supervisors when priorities or deadlines changed.
Coordinator, Campus Activities Board | 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
· Event Tracker: Created a spreadsheet for budget, venue, owner, task status, and event day notes.
· Customer Support Log: Grouped common questions and response templates for faster follow-up.
Education
Bachelor of Science in Business Administration, The Ohio State University
Certifications
Google Project Management Certificate | Microsoft Office Specialist - Excel
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