EMMA JOHNSON

“@ (123)555-6789
M emma.j@email.com

Boston, MA

SKILLS

o Microsoft Excel, PowerPoint, Word
o Social Media Marketing Tools
(Hootsuite, Canva)

Data Analysis (basic SQL)

o Communication & Teamwork

EDUCATION

BACHELOR OF BUSINESS
ADMINISTRATION (BBA)-
MARKETING

Boston University
2019-2023

CERTIFICATIONS

Google Analytics for Beginners -
Google

HubSpot Inbound Marketing
Certificate

MARKETING INTERN

PROFILE

Motivated and results-driven Marketing Graduate with experience in
social media management, campaign coordination, and data
analysis. Adept at supporting cross-functional teams and assisting in
marketing initiatives that contribute to business growth. Eager to
apply my skills in digital marketing and analytics to make an impact

in a dynamic environment.

EXPERIENCE

MARKETING INTERN
ABC Media - Boston, MA
Summer 2023

« Assisted in planning and scheduling 10+ social media campaigns.

o Collected campaign performance metrics and built weekly

reports.

« Coordinated with design team on promotional materials.

PART-TIME CUSTOMER ASSOCIATE

RetailCo - Boston, MA
2021-2022

o Processed 30+ customer transactions daily with accuracy.

« Maintained high satisfaction ratings and positive feedback.



JAMES PALMER

BUSINESS ANALYST

ABOUT ME

Detail-oriented Business Analyst with over 3 years of experience in
process improvement, data analytics, and client relations. Proven
track record of leading cross-functional teams and delivering high-
impact projects that drive efficiency and client satisfaction. Skilled in
using data-driven insights to inform business decisions and optimize
processes.

WORK EXPERIENCE

BUSINESS ANALYST
XYZ Consulting - New York, NY (2021-Present)

e Led a cross-functional team of 5 to deliver a process
improvement project that reduced costs by 15%.

e Created weekly dashboards tracking KPIs for 3 major clients,
improving reporting efficiency.

¢ Streamlined data collection methods, cutting manual work by 10
hours per week.

* Facilitated client workshops to gather business requirements for
digital transformation projects.

¢ Collaborated with IT to implement a new CRM tool, adopted by
200+ employees.

e Trained junior analysts and interns, improving onboarding speed
by 30%.

CUSTOMER SERVICE ASSOCIATE
RetailCo - New York, NY (2020-2021)

e Processed 50+ customer transactions daily with 98% accuracy.

e Maintained top customer satisfaction ratings across six months.

e Assisted in training two new employees on POS systems.

e Recognized by management for consistent attendance and
reliability.

MARKETING INTERN
ABC Media - New York, NY (Summer 2019)

e Assisted in planning and scheduling 20+ social media
campaigns.

* Analyzed campaign performance metrics and prepared weekly
reports.

e Supported senior staff in coordinating a product launch event
with 150 attendees.




o Chicago, IL

MICHAEL REYNOLDS . e

Operations Executive ————————————

Accomplished Operations Executive with over 10 years of leadership experience in managing large teams,
driving strategic initiatives, and overseeing multimillion-dollar budgets. Known for delivering measurable
improvements in cost, efficiency, and revenue generation. Adept at leading large-scale transformations,
fostering innovation, and developing high-performing teams to achieve company-wide goals.

WORK EXPERIENCE

B Vice President of Operations | GlobalTech Solutions - Chicago, IL 2018 — Present

o Directed a team of 150+ employees across multiple departments, ensuring alignment with corporate objectives.
» Oversaw a $50M operations budget and achieved a 12% cost reduction through strategic vendor negotiations.
« Implemented a digital transformation strategy that increased efficiency by 20% company-wide.

« Established KPIs and reporting systems adopted across 5 business units.

» Spearheaded expansion into two new markets, generating $30M in additional annual revenue.

» Developed succession planning and leadership programs for mid-level managers.

o Partnered with C-suite executives to design a 5-year growth strategy.

» Strengthened client relationships, improving retention rates by 18%.

B Operations Manager | TechServe Inc. — Chicago, IL 2013-2018

Managed day-to-day operations for a team of 40 employees.

e Improved supply chain processes, reducing lead time by 25%.

Trained and promoted 8 employees into leadership roles.

Supported executive leadership in quarterly board presentations.

SKILLS

« Strategic Planning & Execution « Global Operations Management

* P&L and Budget Management » Change Management & Process Optimization

* Leadership Development & Team Building

EDUCATION

Master of Business Administration (MBA) 2009-20M
Northwestern University - Evanston, IL

Bachelor of Science in Management

University of lllinois - Urbana-Champaign, IL 2005-2009

CERTIFICATIONS

* Project Management Professional (PMP) — PMI
« Certified Six Sigma Black Belt - ASQ



