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EVELYN WHITE
Assistant Business Manager, School of Law

support@qwikresume.com

(123) 456 7899

Los Angeles

www.qwikresume.com

SKILLS

Vendor Relationship Management

Strategic Procurement

Contract Negotiation

Legal Contract Administration

Performance Metrics

Sales Strategies

INTERESTS

 DIY Projects  Crafting

 Meditation  History

STRENGTHS

 Humility  Innovation

 Insightfulness  Integrity

LANGUAGES

English Swahili Italian

ACHIEVEMENTS

Streamlined vendor onboarding
processes, reducing time by 30%.

Implemented a comprehensive
financial tracking system, enhancing
budget accuracy by 25%.

PROFESSIONAL SUMMARY

Experienced Assistant Business Manager with 5 years in optimizing 
operational workflows and supporting academic administration. Adept at 
financial management, compliance oversight, and team collaboration. 
Passionate about creating effective strategies to enhance educational 
services and foster a positive learning environment.

WORK EXPERIENCE

 Mar / 2021-Ongoing



Assistant Business Manager, School of Law
Seaside Innovations Santa Monica, CA

1. Managed daily operations of the law school, ensuring compliance with 
academic and financial policies.

2. Oversaw financial transactions, including budgeting, reporting, and 
auditing for accuracy.

3. Collaborated with faculty and administration to enhance student 
services and operational processes.

4. Coordinated vendor relations and procurement, optimizing contracts and 
reducing costs.

5. Assisted in preparing legal documents and ensuring adherence to 
institutional regulations.

6. Led training sessions for staff, fostering a collaborative work environment 
and improving service delivery.

7. Monitored and evaluated operational performance, implementing 
improvements to enhance efficiency.

 Mar / 2020-Mar / 2021



Bookkeeper
Summit Peak Industries Denver, CO

1. Generated financial reports and statements to assist management in 
decision-making processes.

2. Reviewed and approved vendor invoices, ensuring timely and accurate 
payments.

3. Maintained comprehensive documentation for compliance with legal 
and financial standards.

4. Enhanced communication channels between departments to streamline 
operations and improve service delivery.

5. Participated in strategic planning sessions to align operational goals with 
institutional objectives.

6. Assisted in budget preparation and forecasting, contributing to financial 
sustainability.

EDUCATION

 Mar / 2019-Mar / 2020



Master of Business Administration
Harvard University Denver, CO

Focused on business management and operational strategies.
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