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e PROFESSIONAL SUMMARY

With 2 years of experience effectively coordinating center
operations, | excel in program development and community
outreach. My expertise lies in optimizing workflows, leading
diverse teams, and building strong partnerships to enhance
service delivery. | am dedicated to fostering inclusive
environments that empower families and support educational
growth.

@© WORK EXPERIENCE

Center Coordinator £ Apr / 2024-Ongoing
Pineapple Enterprises ¥ Santa Monica, CA

—_—

. Supervised a team of 4, ensuring efficient operations across

center activities and enhancing service delivery.

2. Coordinated logistics for technology and equipment to support
faculty, staff, and community events, maintaining a readiness
rate of 95%.

3. Provided technical support and training for users, minimizing
downtime and streamlining workflows.

4. Conducted needs assessments to evaluate and implement
necessary technology upgrades, improving overall service
efficiency.

5. Delivered exceptional support for numerous events,
coordinating resources for over 200 participants.

6. Developed and maintained strong relationships with
community stakeholders to promote collaborative initiatives.

7. Ensured compliance with operational standards and

guidelines, fostering a safe and secure environment.

Center Coordinator £8 Apr / 2023-Apr [ 2024
Summit Peak Industries X Denver, CO

1. Implemented community programs that serve local families,
enhancing access to vital resources.

2. Managed educational initiatives for underserved youth,
focusing on academic support and engagement.

3. Oversaw the adherence to company policies, ensuring staff
understanding and compliance.

4. Supervised team members to optimize service delivery and
resolve client issues effectively.

5. Coordinated payroll and administrative tasks, ensuring smooth
center operations.

6. Maintained security protocols during opening and closing to
safeguard center assets.

&) EDUCATION

Bachelor of Science in Community ey AT/ _Apr/
Development 2022 2023
State University X seattle, WA

Focused on community engagement, program development,
and organizational management.
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