Avery Morgan
Junior Operations Coordinator | avery.morgan@email.com | 555-014-2098 | linkedin.com/in/averymorgan
PROFESSIONAL SUMMARY
Entry-level resume built to highlight coursework, internships, projects, service experience, and practical workplace readiness.
CORE STRENGTHS
Stakeholder communication | Process improvement | Reporting | Documentation | Cross-functional coordination | Practical problem solving
EXPERIENCE
Junior Operations Coordinator - Meridian & Co. | 2022-Present
- Coordinated project notes, meeting summaries, and task follow-ups during a semester-long operations internship.
- Built a simple tracking sheet for deadlines, owners, and completion status across student organization events.
- Balanced customer-facing work with accurate records, punctual communication, and reliable shift coverage.
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
