[Your Name]  [Phone]  |  [Email]  |  [LinkedIn]  |  [Portfolio]
PROFILE
A practical template for people who make messy teams, systems, vendors, and deadlines work cleanly.
SKILLS
	Vendor management  ● ● ● ○ ○
Budget tracking  ● ● ● ● ○
SOPs  ● ● ● ● ●
	Scheduling  ● ● ● ○ ○
Process improvement  ● ● ● ● ○
Process ownership section  ● ● ● ● ●


EXPERIENCE
[Current Role Title]  [MMM YYYY] – Present
[Current Employer] | [Location]
• Reduced missed handoffs by introducing a weekly operations review and owner-based task board.
• Renegotiated supplier terms that reduced monthly operating cost by 9%.
• Created SOP library for recurring office, finance, and customer support workflows.
[Previous Role Title]  [MMM YYYY] – [MMM YYYY]
[Previous Employer] | [Location]
• Used vendor management and budget tracking to improve a recurring workflow connected to process ownership.
• Created reusable documentation and reporting that made vendor and budget easier for stakeholders to apply.
SELECTED IMPACT
• Reduced missed handoffs by introducing a weekly operations review and owner-based task board.
• Renegotiated supplier terms that reduced monthly operating cost by 9%.
• Created SOP library for recurring office, finance, and customer support workflows.
PROJECT PROOF
[Selected Project or Portfolio Example]
• Delivered a focused project using vendor management, clear constraints, documented decisions, and a measurable result.
• Presented team coordination work with enough context for reviewers to understand scope, tradeoffs, and outcome.
EDUCATION
[Degree or Certification] | [Institution] | [Year]
[Relevant Coursework, License, Portfolio, or Training]
ADDITIONAL DETAILS
[Certification, License, Clearance, Language, Publication, Award, or Portfolio Link]
[Optional detail, result, or portfolio context]
