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Professional Summary
Mid-level operations manager with 8 years of experience improving team rhythms, service quality, documentation, and process ownership across growing business teams.
Core Skills
Team operations | Process improvement | Service metrics | Manager support | Reporting | Stakeholder communication | Workflow documentation | Excel | Asana | Salesforce
Professional Experience
Team Operations Manager, Northline Group | Portland, OR | 2022-Present
· Managed recurring operating rhythms for a 12-person team, including planning, reporting, stakeholder follow-up, and quality reviews.
· Reduced handoff confusion by clarifying task owners, escalation paths, and review standards for recurring customer and internal requests.
· Analyzed workflow metrics to prioritize automation opportunities and improve average service turnaround by 23%.
Operations Specialist, Cascadia Services | 2018-2022
· Coached coordinators on stronger documentation, status updates, and customer communication standards.
· Maintained dashboards covering workload, backlog, completion rate, and common blockers for weekly manager reviews.
Coordinator, Bridgewell Operations | 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
· Team Operating Manual: Documented recurring workflows, owners, tools, and service expectations.
· Automation Opportunity Review: Ranked manual tasks by volume, time spent, and risk.
Education
Bachelor of Arts in Organizational Leadership, Portland State University
Certifications
Lean Six Sigma Green Belt | Salesforce Trailhead Ranger
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