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Professional Summary
Modern operations leader with 8 years of experience turning complex cross-functional work into clear priorities, measurable operating rhythms, and practical business results.
Core Skills
Project leadership | Operating rhythms | Process improvement | KPI dashboards | Stakeholder management | Decision logs | Risk tracking | Airtable | Excel | Notion
Professional Experience
Operations Project Lead, Northstar Cloud Systems | Seattle, WA | 2022-Present
· Led cross-functional workstreams across product, operations, and customer teams, improving milestone predictability by 29% over two quarters.
· Created concise executive status updates with goals, blockers, decisions, owners, and measurable progress indicators.
· Simplified recurring workflows and removed unclear ownership from handoffs, reducing internal turnaround time by 21%.
Operations Specialist, Meridian Productivity Group | 2018-2022
· Managed launch calendars, stakeholder reviews, and operational documentation for customer-facing initiatives.
· Built reporting templates that helped managers compare priorities, workload, and service quality.
Coordinator, Brightline Software | 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
· Decision Log System: Introduced a simple record for scope changes, risks, approvals, and owners.
· Workflow Reset: Mapped recurring requests and reduced duplicate approvals.
Education
Bachelor of Arts in Business Administration, University of Washington
Certifications
Certified ScrumMaster | Google Project Management Certificate
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