Nelson Jarod 
1234 East 69 Street 
West Van Buren, Chicago 
Illinois, 60697 
Cell: 257-309-8910 
Email: nelson.jarod@gmail.com
Career Profile:
To obtain the position of a Business operation manager wherein my management skills and knowledge will prove effective for the growth of the organization.
Professional strengths:
· Seven years of working experience in handling business operation of the organization
· Demonstrated program and project management skills
· Knowledge of business and financial domain
· Excellent communication and interpersonal skills
· Detail oriented with good analytical skills
· Leadership qualities with excellent time management skills
· Good supervisory ,decision making and customer service skills
· Quick problem solver with multi-tasking skills
Technical Skills:
· Knowledge of tools like Microsoft Office, Excel, Access, Outlook, PowerPoint and the Internet
Educational Summary:
· Master's degree in Business Administration with specialization in Finance, University of Chicago in the year 19XX
· Bachelor's degree in Business Administration from IBSAR Management College, University of Chicago in the year 19XX
Professional Experience:
Global Business Centre, Chicago
20XX till date
Business Operation Manager
· Handled the tasks of supervising and coordinating the internal and external affairs of the organization
· Played an important role in making financial decisions of the purchase items and managed the budget of the organization
· Performed the tasks of supervising, evaluating employees performance and recruiting employees
· Served as a spokesperson and discuss various plans and objectives of the organization
· Implemented rules and procedures for the employees of the organization to maximize their output
· Managed staff payrolls as well as organize the fiscal documents
AVL Enterprises, Chicago
20XX to 20XX
Business Operation Manager
· Responsible for managing daily activities, formulating policies, and planning for the use of human resource and materials
· Plans long and short term goals of the organization by working closely with finance departments, human resources department and accounts department
· Provides details related to the growth and the future prospects of the organization to clients
· Protects company plans and discuss the legal issues by working with legal associates of the company
· Plans, directs, and coordinates to enhance the operation of the organization
· Represents the organization in conferences, seminars and meetings
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· Name: Nelson Jarod
· Date of Birth: XX/XX/19XX
· Employment Status: Full time
· Relationship status: Married

