
Jane Doe
Assistant Operations

Manager

jane.doe@email.com

123-456-7890

New York, USA

www.janedoe.com

www.linkedin.com/in/janedoe

www.janedoe.com/portfolio

Skills

• Operations Management

• Logistics and Supply Chain

Management

• Team Leadership and

Management

• Process Improvement and

Implementation

• Inventory Management and

Control

• Shipping and Receiving

Operations

• Communication and

Interpersonal Skills

• Problem-Solving and Analytical

Skills

Languages

English Native

Spanish Intermediate

Education

Bachelor's Degree 2015 - 2019

University of Michigan

Ann Arbor, USA

Summary

Results-driven Assistant Operations Manager with 5+ years of experience

in the Order Filler field, delivering high-quality operations management,

process improvements, and team leadership, with a strong background in

logistics, supply chain management, and warehouse operations.

Experience

Assistant Operations Manager Jan 2020 - Present

XYZ Corporation New York, USA

Leading a team of 15 operations staff, with a 25% increase in productivity and a

30% reduction in operational costs, through the implementation of process

improvements and efficient resource allocation.

• Managed daily operations, including receiving, stocking, and shipping of

products

• Coordinated with the logistics team to ensure timely and efficient delivery of

goods

• Developed and implemented process improvements, resulting in a 20%

reduction in errors and a 15% increase in customer satisfaction

Operations Coordinator Jun 2018 - Dec 2019

ABC Inc. Chicago, USA

Assisted in the management of warehouse operations, with a focus on inventory

management, shipping, and receiving, resulting in a 10% increase in inventory

accuracy and a 12% reduction in shipping errors.

• Coordinated with the warehouse team to ensure accurate and efficient receipt

and storage of inventory

• Assisted in the development and implementation of process improvements,

resulting in a 10% reduction in operational costs



Business Administration 3.5

Certificates

Certified Operations

Manager

2020

Institute of Operations

Management

Certification in operations

management, demonstrating

expertise in logistics, supply chain

management, and warehouse

operations

Certified Supply Chain

Professional

2019

Association for Supply Chain

Management

Certification in supply chain

management, showcasing

knowledge and skills in supply chain

planning, execution, and optimization


