Avery Morgan
Business Operations Specialist | avery.morgan@email.com | 555-014-2098 | linkedin.com/in/averymorgan
PROFESSIONAL SUMMARY
Minimal resume format that keeps attention on relevant skills, strong bullets, and a calm page structure.
CORE STRENGTHS
Stakeholder communication | Process improvement | Reporting | Documentation | Cross-functional coordination | Practical problem solving
EXPERIENCE
Business Operations Specialist - Meridian & Co. | 2022-Present
- Simplified weekly reporting into a one-page dashboard covering priorities, blockers, and measurable progress.
- Mapped recurring processes to remove duplicated approvals and shorten turnaround time for internal requests.
- Maintained clean documentation for workflows, stakeholders, and operational metrics.
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
