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Name Alex Morgan Target role Operations assistant

Email alex@example.com Phone

City and state Austin, TX
Portfolio 
(optional)

Summary

Operations professional with experience in order review and team documentation since 2022. Skilled in 
reconciling records, identifying exceptions and explaining repeatable workflows.

Skills

Order reconciliation | Excel reporting | Process documentation
Cross-team coordination | Exception tracking

Work experience

Dates Organization / role Responsibilities / contribution

Mar 2024–Present
Example Trading
Operations coordinator

Reconcile orders and dispatch lists. Created a 
shared review checklist and instructions.

Earlier experience

Dates Organization / role Responsibilities / contribution

Jul 2022–Feb 2024
Example Retail
Operations assistant

Organized inquiries by issue type and reported 
recurring problems to the team.

Education and training

BA in Business | Example University | May 2022
Applied Excel course | November 2023
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