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Noah Carter
Business Operations Specialist
Contact
noah.carter@email.com
555-019-2844
San Diego, CA
linkedin.com/in/noahcarter
Skills
Process mapping
Reporting
Documentation
Workflow improvement
Stakeholder support
Languages
English: Native
Spanish: Professional
Tools
Excel | Google Sheets | Asana | Notion | Power BI
	Profile
Business Operations Specialist with 8 years of experience in minimal work, cross-functional delivery, measurable process improvement, and clear stakeholder communication. Known for turning complex priorities into practical systems, clean documentation, and outcomes hiring teams can quickly understand.
Work Experience
Business Operations Specialist, Northline Group
January 2022 - Present | Remote
· Simplified weekly reporting into a one-page dashboard covering priorities, blockers, and progress.
· Reduced average request turnaround by 19% by removing duplicate approvals.
· Maintained clean workflow documentation across three operating teams.
· Mentored peers on documentation quality, stakeholder updates, and repeatable delivery practices.
Minimal Operations Specialist, Meridian Productivity Group
July 2018 - December 2021 | Austin, TX
· Built reliable operating rhythms, reporting views, and project trackers for cross-functional teams.
· Reduced recurring follow-up gaps by clarifying owners, due dates, and escalation paths.
· Partnered with managers to turn customer and internal feedback into practical workflow changes.
Project Coordinator, Brightpath Digital
June 2016 - June 2018 | Phoenix, AZ
· Prepared project notes, dashboards, client updates, and handoff documentation for delivery teams.
· Improved shared file structure and template quality across recurring project workflows.
Education
B.A. Business Administration, Portland State University | 2016
Professional Certificate in Data-Driven Operations | 2021
Selected Projects
· Workflow Map: Documented intake, approvals, ownership, and service expectations.
· Metric Cleanup: Standardized volume, status, aging, and completion definitions.
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