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SUMMARY
Operations analyst with 6 years of experience turning messy data into clear reports and faster processes. Known for building the automated reporting that leadership relies on, cutting manual work by hours each week, and explaining the numbers to people who don’t live in spreadsheets. [Replace with 2–3 lines about you: who you are, what you’re great at, and the result you’re known for.]
EXPERIENCE
Senior Operations Analyst	Mar 2022 – Present
Northwind Logistics, Boston, MA
1. Built an automated weekly operations dashboard in Power BI used by 40+ managers, replacing 6 hours of manual reporting each week.
1. Redesigned the order-exception process with the warehouse team, reducing late shipments 18% in two quarters.
1. Led a data cleanup of 25,000 customer records before a CRM migration, cutting duplicate accounts by 92%.
1. [Start each bullet with a strong verb, say what you did, then the result. Use a number wherever you can.]
Operations Analyst	Jun 2019 – Feb 2022
Harbor Health Partners, Providence, RI
1. Created a staffing forecast model in Excel that matched schedules to patient volume, saving $140K in overtime in year one.
1. Automated the month-end KPI pack with Power Query, moving delivery from day 8 to day 3.
1. Trained 30 colleagues on new reporting tools and wrote the guides teams still use.
Business Analyst Intern	Jun 2018 – Aug 2018
Summit Ridge Bank, Hartford, CT
1. Analyzed branch transaction data to recommend new hours for 12 branches; 9 were adopted.
EDUCATION
B.S. in Business Administration, Operations Management	2019
State University, Columbus, OH
SKILLS
Analysis: Excel (Power Query, pivot tables, lookups), SQL, Power BI, forecasting, KPI design
Systems: Salesforce, NetSuite, Jira, Google Workspace, Microsoft 365
Strengths: Process improvement, data cleanup, training, cross-team communication
CERTIFICATIONS
[Certification name], [Issuing organization]	[Year]
