[Your Name]
[Office Manager or Operations and Office Manager] · [Setting, e.g. dental group, law firm, tech company] · [N staff across N locations]
[City, State] · [email@example.com] · [(555) 555-0100] · [LinkedIn or portfolio URL]
SUMMARY
[Office manager with N years running (office type) for (N staff, N locations). Manage (facilities, vendors, supplies, onboarding, payroll inputs) and a (budget size) budget. One change you made (e.g. renegotiated contracts, cut new-hire setup to one day).]
EXPERIENCE
[Office Manager], [Company], [Industry]
[City, State] · [Mon YYYY] – [Present]
1. [Run the office for (N staff) across (N locations or floors), with a ($ budget) and (N vendors)]
1. [Renegotiated or rebid (cleaning, IT support, supplies, leases), saving ($ or percent) a year]
1. [Rebuilt (onboarding, request handling, supply ordering) so that (new hires ready on day one, requests closed in N days)]
1. [Handle (payroll inputs, benefits enrollment, AP, compliance logs) for (N employees), with (accuracy or deadline record)]
[Previous title, e.g. Office Coordinator or Receptionist], [Company]
[City, State] · [Mon YYYY] – [Mon YYYY]
1. [Coordinated (vendors, maintenance, supplies) for an office of (N people)]
1. [Took on (budget, ordering, onboarding, scheduling) beyond the role and (result)]
1. [Supervised or trained (N front desk or admin staff)]
OFFICE PROJECTS
[Office move or build-out]: [N people, budget], [Mon YYYY] · [result: on schedule, no lost working days, under budget]
[System rollout: phones, badges, visitor management, scheduling] · [N users] · [what it replaced and what improved]
[Lease, insurance or major contract renewal] · [result in cost or terms]
SKILLS
Operations: [Budget tracking, vendor contracts, facilities and maintenance, office moves, health and safety, purchasing]
People: [Onboarding and offboarding, payroll inputs, benefits paperwork, front desk supervision, employee events]
Systems: [Google Workspace or Microsoft 365, Gusto, ADP or Rippling, QuickBooks, Envoy, the industry system: e.g. Dentrix or Clio]
EDUCATION
[Degree or certificate in (business, administration or field)], [School], [YYYY]
