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Summary
Executive operations leader with 15 years of experience directing operating plans, performance systems, organizational planning, and scalable execution.
Career History
Vice President of Operations at Atlas Product Group | March 2022 - Present
Own operating rhythms, team reporting, and project coordination for high-priority work across customer-facing and internal teams.
Key Responsibilities
· Coordinate weekly priorities, stakeholder updates, issue logs, and follow-up actions for managers and delivery leads.
· Maintain reporting views covering volume, turnaround time, customer issues, open risks, and next decisions.
· Document recurring workflows, handoffs, and decision notes so teams can respond quickly during busy operating periods.
Achievements
· Directed operating plans across product, customer, finance, and operations teams.
· Established dashboards connecting strategic goals to execution metrics, owners, and corrective actions.
· Mentored senior managers through organizational planning and process redesign during scaling.
Operations Coordinator at Brightpath Group | July 2018 - February 2022
Supported service operations, vendor communication, customer updates, and internal documentation for a growing business support team.
Key Responsibilities
· Prepared weekly status reports, meeting notes, customer updates, and task lists for managers.
· Tracked documentation gaps, approvals, and internal requests through shared spreadsheets and project boards.
· Maintained process guides and templates used by new coordinators during onboarding.
Achievements
· Improved new-hire ramp time by creating a 30-day checklist for common service workflows.
· Reduced duplicate follow-ups by organizing shared notes, owner labels, and handoff expectations.
· Supported a file cleanup that archived 1,200+ records with consistent naming standards.
Education
MBA, Stanford Graduate School of Business | Graduated 2018
Google Project Management Certificate | Completed 2021
Key Skills
Executive leadership, Operating plans, Org design, Performance systems, Board reporting, stakeholder communication, reporting dashboards, process documentation, meeting facilitation, risk logging, workflow improvement
References
Available upon request.
