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	Name
	Alex Morgan
	Target role
	Operations assistant

	Email
	alex@example.com
	Phone
	

	City and state
	Austin, TX
	Portfolio (optional)
	


Summary
	Recent business graduate seeking an operations assistant role. Experience organizing event registrations, checking records and documenting team decisions.


Education
	Dates
	Institution
	Qualification

	2022–2026
	Example University
	BA in Business

	
	
	


Experience and projects
	Dates
	Organization / role
	Responsibilities / contribution

	Jan–May 2026
	Campus event team
Volunteer coordinator
	Combined registrations, flagged duplicates and maintained the shared status list.


Skills
	Excel: sorting, filtering and conditional totals
Documentation: meeting notes and task checklists
Communication: scheduling updates and written follow-up


Additional experience
	Recorded decisions at student group meetings and organized follow-up tasks by owner.






