WILLIAM PEREZ

. . Education Secretary

9 PROFESSIONAL SUMMARY

Strategic Education Secretary with a decade of experience in
optimizing administrative functions and supporting educational
initiatives. Demonstrates expertise in stakeholder engagement,
resource management, and policy implementation. Committed to
enhancing student success through effective communication and
organizational excellence, fostering a collaborative environment for
educators and learners.

o

@ WORK EXPERIENCE

Education Secretary
Blue Sky Innovations X Chicago, IL

¢ Mar [ 2019-Ongoing

1. Streamlined administrative processes, enhancing efficiency in record
management and scheduling.

2. Acted as a liaison between educational staff and students,
facilitating effective communication.

3. Managed enrollment procedures and maintained accurate student
records.

4. Coordinated logistics for educational programs and events, ensuring
smooth operations.

5. Developed and maintained comprehensive filing systems for easy
access to information.

6. Conducted regular audits of administrative processes to identify
areas for improvement.

7. Supported the implementation of educational policies and initiatives
across the institution.

Education Secretary
Summit Peak Industries X Denver, CO

& Mar / 2015-Mar [ 2019

1. Provided administrative support for academic departments,
enhancing operational efficiency.

2. Maintained student attendance and performance records, ensuring
accuracy and compliance.

3. Assisted in the development of academic materials, including syllabi
and lesson plans.

4. Scheduled and coordinated school events, fostering community
involvement in education.

5. Served as point of contact for external educational organizations and
partners.

6. Supported the Director of Education in strategic planning and
program evaluation.

¢3 EDUCATION
Master of Education

University of Kentucky X Toronto, ON

4 Mar / 2012-Mar [ 2015

Focused on educational leadership and policy development.
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@ skiLLs
Curriculum Support
Networking
Interpersonal Skills
Time Tracking
Compliance Knowledge

Vendor Management

@ INTERESTS
® scuba Diving ® E-sports

©® Reading Fiction & Puzzle Solving

@ STRENGTHS

LANGUAGES

English Mandarin Polish

€ ACHIEVEMENTS

‘& mplemented a new digital record-
keeping system, improving data
retrieval time by 30%.

“f¢ Coordinated over 15 educational

events, increasing community
participation by 40%.
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