


 

SKILLS 

Google G-Suite: including 
admin tools for groups and 
domains, and Team Drive 

Calendaring/scheduling for 
multiple people and teams, as 

well as for project workflow 

Microsoft Office: high level 
proficiency in Word, Excel, 
Outlook and Powerpoint; 

familiarity with Access 

Experience with ISO 
9001:2015 QMS, internal 

audits, procedures, 
NCR/CARs 

HR functions, with proficiency 
in hiring processes, managing 
employee benefits, managing 

worker’s comp claims, and 
training employees 

Familiarity with contract 
protocols, including 

negotiation of supplier, 
customer, and sub-contractor 

contracts 

ERPNext, including 
implementation and 

customization of software 

Full-charge bookeeping, 
including tax filings, A/P, and 

A/R 

High-level documentation 
drafting and editing 

T-Sheets, TimeIPS, and other 
timekeeping software 

Project management, from 
procurement of resources to 

final products 

DocuSign, Shopify, 
Wordpress, Airtable, Trello, 

Keep, Slack 

Quickbooks  Documentation filing and 
maintenance 

Windows and Chrome OS 
expertise 

 


