AMELIA MOORE

support@gwikresume.com
(123) 456 7899

Los Angeles

Lead Process Assistant

www.gwikresume.com

SKILLS

Collaborative Team Leadership

Process Optimization Expertise

Effective Stakeholder Communication

Time Tracking

Customer Feedback

Cross-functional Teamwork

INTERESTS
(¢ Birdwatching @'} Traveling

() Sports Coaching ¥ Knitting

STRENGTHS

LANGUAGES

English Arabic Mandarin

ACHIEVEMENTS

“fy Ledateam initiative that reduced
operational costs by 15% through
process reengineering.

5‘* Implemented a new tracking system
that improved package handling
efficiency by 20%.
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PROFESSIONAL SUMMARY

Accomplished Lead Process Assistant with 7 years of experience in
enhancing operational workflows and driving process optimization.
Expertise in leading cross-functional teams to implement innovative
solutions that boost efficiency and productivity while ensuring compliance
with safety standards. Committed to continuous improvement and
fostering a collaborative work environment.

WORK EXPERIENCE

Lead Process Assistant
WidgetWorks Inc.

B Apr/2021-Ongoing
X Denver, CO

1. Oversaw data entry processes for operational accuracy and efficiency in a
power plant.

2. Managed employee schedules and coordinated vacation requests to

optimize staffing.

3. Prepared meeting agendas, distributed materials, and followed up on

action items for team meetings.

4. Organized and facilitated meetings, ensuring the availability of necessary

resources.

5. Composed reports and correspondence from a variety of sources,

maintaining clear communication.
. Streamlined mail distribution processes for improved office efficiency.

7. Maintained organized filing systems and developed spreadsheets to track

operational metrics.
Process Assistant B8 Apr/2018-Apr /2021

Crescent Moon Design X Portland, OR

1. Ensured adherence to safety and quality standards in a high-volume sort
center.

2. Executed package handling and scanning operations to meet market

delivery requirements.

3. Conducted audits to verify compliance with performance metrics across

all employees.

4. Utilized equipment such as pallet jacks and forklifts to facilitate efficient

package movement.

5. Managed trailer dock operations to ensure timely loading and shipping of

products.

6. Monitored package handling procedures to guarantee timely delivery to

customers.

EDUCATION

Bachelor of Science in Business
Administration

e Apr/ Apr/
2015 2018

University of Springfield X Chicago, IL

Focused on operational management and process improvement
strategies.
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