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	Self-motivated and energetic operations coordinator with an extensive work experience of over 10 years. Excelled in working with managers of various departments. Excellent communication skills both written and verbal. Responsible for the smooth running of the business and open communication between all channels. 
Responsible to oversee the purchase and supply of the materials for production. Helped human resource management by hiring employees, overseeing their performance and planning staff development. Prepared budgets and kept the cost under control. Achieved profitable results by studying the forecasts, sales reports and financial statements. Used methods such as the cost-benefit analysis to improve system efficiency. 
Set goals and objectives for every department and devised policies and procedures to attain them. Responsible for creating a positive culture in the company to keep the company run smoothly. 
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	Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	My roles in this job were:
· To maintain client and vendor relations.
· To perform administrative tasks such an answering phone calls, scheduling and managing inventory.
· To multi task and prioritize between different tasks.
	

	
	Work Experience:
[ABC Company]
My roles in this job were:
· To reconcile monthly operating budgets.
· To share the updated financial reports with the senior management.
· To manage the administrative staff.
· To train new hires on office policies and procedures.
· To schedule meetings for the senior management.
· To prepare agendas for the senior management meetings.
· To handle the event management and company logistics.
· To liaise with the vendors and negotiate best prices. 
[XYZ Company]
My roles in this job were:
· To communicate at all levels and provide trainings to department managers.
· To help resolve disputes or disagreements between employees.
· To cooperative in high level decision making with the senior executives
	Skills/Core competencies:
· To convey information effectively.
· Coordination between all departments and their managers.
· Effective communication both written and verbal.
· Time management.
· Critical thinking.
Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
Communication
You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to show how well you work and play with others.
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