Sample Assistant Operation Manager Resume

Hennery Haddock
44, Mark Avenue Park
Chicago, MA 078341
Cell: 141-456-6987
Email: haddock.hennery@yahoo.com

Career Profile:To take up the responsibilities of an Assistant Operation Manger wherein my five years of progressive experience will prove effective towards the growth of the organization.

Summary of Skills:

Possess excellent verbal and written communication skills
In-depth knowledge of the process and standards of business operation
Excellent organizational and time management skills
Ability to interact effectively with colleagues and customers
Quick problem solver with ability to meet deadlines within limited time period
Diplomatic, positive attitude and ability to perform tasks under pressure
Possess excellent negotiations and sales skills
Familiar with data entry and word processing tools
Strong leadership with strong supervisory skills
Professional Experience:

Assistant Operation Manager from 2000-till date
Unicity Scarlet Co Inc, Chicago
Responsibilities:

Handled the tasks of conducting training sessions to promotional staff on the product and service of the company
Assigned the responsibilities of evaluating employees' performance as well as suggested ways to increase productivity
Performed the tasks of writing minutes of meetings and forwarding phone calls to the operation manager
Supervised and monitored the store to ensure high quality service to the customer
Prepared letters and proofread important press releases issued by the operation manager
Handled the tasks of welcoming customers, filing sales invoices and scheduling appointments with clients
Assistant Operation Manager -1998 to 1999
Grand Corporation, Chicago
Responsibilities:

Assisted the operation manager in planning, directing and coordinating the daily activities of the organization
Managed the expenses and revenues to constraint the budget
Handled the responsibilities of maintaining the standards of quality control and sales level of the organization
Performed the tasks of conducting training for new employees to achieve performance standard
Assigned the tasks of generating proprietary documents like employment handbook and business plan
Performed other essential tasks as required
Educational Qualification: 
Master's degree in Marketing, 1998
University of Chicago 

Bachelor's degree in Business Management-1996
University of Chicago

Hobbies:
Listening to soft music, reading, traveling and shopping

Personal Details:

Name: Hennery Haddock
Date of Birth: XX/XX/19XX
Employment Status: Full time
Relationship status: Married
Reference:

Andrew Mark
Operation Manager
ABC Corporation, Chicago
Cell: 125-589-5588
Email: mark.andrew@gmail.com
