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CAREER SUMMARY
Operations Manager with proven experience in day to day operations, budget management and ensuring customer satisfaction by meeting service level agreements & deadlines.  Developed close relationships with other internal departments to ensure customer satisfaction and to be proactive in changing products and processing that would affect my site.
Strengths Include:
· Customer Focus both internal and external	
· Professionalism
· Leadership
· Problem Solving
· Deadline & Detail Oriented
· Change management
EXPERIENCE
JPMORGAN CHASE							1985 – 2012
Operations Site Manager (2007 – 2012)
As Operations Site Manager, I have been in charge of downsizing staff, equipment and occupancy due to new processing efficiencies.  This included moving my site to a new location in 2009 and closing the site we had occupied for 23 years. 
· Project management – set up an alternate location for processing due to a planned power outage with no issues. 
· Completed  budgets for 5 departments
· Consistently met budget targets and goals
· Strong communication skills
· Relationship, team building skills
Department Manager – Proof Department (2000 – 2007)
Managed all aspects of the department, including, budget planning, ordering supplies, managing equipment and processing deadlines.  Tracked productivity for all encoders and calculated incentive pay for each. 
· Developed a process between departments so that teller issues would not affect the customers. I received a $1000 cash award for this process.
· Facilitated a standardization team after its kick off for six months including standard operating procedures.
· Completed two internal pre-audit reviews to ensure those sites were ready and could correct any issues found prior to the audit.
· Travelled to numerous sites during weather related issues or to roll out a new processing platform.
· Established an equipment maintenance log to track routine maintenance and repairs to increase the productivity and quality of the processing.
Operations Supervisor (1995 – 2000)
Supervised 40 + employees in day to day check processing including prep, capture, transit dispatch, balancing and posting of all Colorado Chase accounts. Ensured nightly deadlines were met for each function. 
· Communicated with the Manager on day to day operations and any issues incurred nightly on my shift. These would include equipment, staff, building, couriers or deadlines. 
·  Team building- Bring together departments that depend on each other to work as a team
· Innovative in steam lining processes where possible to increase productivity
· Nominated by the Site Manager to the Managerial / Supervisory College in 1999

TECHNICAL SKILLS
Beginner skills in Microsoft office 2007, Excel, PowerPoint and Outlook. 10 key by touch


TRAINING AND EDUCATION
High School Diploma
JPM Chase Course Work:
Managerial Supervisory College Alumni	   	1999-2001
Courses include; Performance Management, Foundations of Management, Project Management, Managing Operations and others. Over 210 hours of collegiate courses, with certificates from each.
AMS – Dr. Al -  A one week course in matching capacity to volume in any scenario.
