	About
Early-career coordinator with practical internship, service, project, and campus leadership experience.
Contact
Seattle, WA
resume@example.com
555-014-2098
linkedin.com/in/avery
Skills
Task tracking
Customer support
Meeting notes
Calendar support
Spreadsheet updates
Tools
Microsoft Office | Google Workspace | Trello | CRM basics | Excel
Education
B.S. Business Administration, The Ohio State University
	Avery Morgan
Junior Operations Coordinator
Profile
Entry-level operations candidate with internship, project, service, and campus leadership experience in coordination, documentation, customer support, and reliable follow-through.
Work History
Junior Operations Coordinator, Northline Group | 2022-Present
· Coordinated project notes and task follow-ups during an operations internship supporting 4 department leads.
· Built a tracking sheet for deadlines, owners, and completion status across 30+ student events.
· Balanced customer-facing work with accurate records, punctual communication, and reliable shift coverage.
Selected Projects
· Event Tracker: Organized budget, venue, owner, task status, and event notes.
· Support Log: Grouped common questions and response templates for faster follow-up.


