MICHAEL ANDERSON

Non-Profit Operations Manager

San Francisco, CA « (555) 234-5678 « michael.anderson@email.com « www.michaelanderson.com

SUMMARY

Dynamic and results-oriented Non-Profit Operations Manager with over a decade of experience in enhancing organizational
effectiveness and driving strategic initiatives within the non-profit sector. Demonstrated proficiency in optimizing
operational processes, ensuring compliance with regulatory frameworks, and fostering collaborative relationships with
stakeholders. Adept at leveraging data-driven insights to facilitate informed decision-making and resource allocation.

WORK EXPERIENCE

Non-Profit Operations Manager Hope and Harmony Foundation Jan 2023 - Present

¢ Streamlined operational workflows, resulting in a 30% increase in program efficiency.

¢ Implemented a comprehensive performance management system to enhance staff accountability.

* Developed and maintained relationships with key stakeholders, including government agencies and community partners.
e Oversaw budget preparation and financial reporting, ensuring alignment with organizational goals.

¢ Facilitated training sessions for staff on compliance and operational best practices.

e Led the strategic planning process, aligning operational initiatives with the foundation's mission.

Program Coordinator Global Outreach Initiative Jan 2020 - Dec 2022
¢ Coordinated community outreach programs, increasing participant engagement by 40%.

e Managed grant applications and reporting, securing over $500,000 in funding.

e Conducted program evaluations to assess effectiveness and inform future strategies.

¢ Collaborated with volunteers to enhance service delivery and program reach.

+ Developed marketing materials to promote programs and raise awareness.

* Monitored program budgets and ensured compliance with funding requirements.

EDUCATION

Master of Public Administration, University of Chicago Sep 2019 - Oct 2020

ADDITIONAL INFORMATION

¢ Technical Skills: Leadership, Strategic Planning, Budget Management, Program Development, Stakeholder Engagement,
Performance Management

+ Awards/Activities: Increased overall donor engagement by 50% through targeted outreach initiatives.
e Awards/Activities: Awarded 'Best Non-Profit Manager' by the Local Non-Profit Alliance in 2020.

e Awards/Activities: Successfully launched a new community service program that served over 1,000 individuals in its
first year.

e Languages: English, Spanish, French



