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SKILLS

EDUCATION

BACHELOR OF ARTS IN BUSINESS

ADMINISTRATION, COLORADO STATE

UNIVERSITY

LANGUAGE

ACHIEVEMENTS

operations management•

process improvement•

budget management•

administrative support•

project coordination•

communication•

English•

Spanish•

German•

Achieved operational efficiency
improvements recognized by

organizational leadership.

•

Successfully implemented a new
registration system that increased

participant satisfaction ratings by 30%.

•

Recognized for outstanding service
delivery in trail program administration in

2021.

•

Michael Anderson
OPERAT IONS  TRA I L  SPORTS  COORD INATOR

Proficient and innovative Trail Sports Coordinator with a strong background

in administrative management and operational efficiency. Extensive

experience in streamlining processes and enhancing overall program

delivery within the outdoor sports sector. Demonstrates a keen ability to

analyze operational workflows and implement improvements that drive

productivity and participant satisfaction. Possesses exceptional

organizational skills and attention to detail, ensuring that all aspects of event

planning and execution are meticulously managed.

EXPERIENCE

OPERATIONS TRAIL SPORTS COORDINATOR

Active Trails Organization

2016 - Present

Managed day-to-day operations of trail sports programs, ensuring effective

resource allocation.

Streamlined event planning processes, reducing preparation time by 20%

through effective project management.

Developed comprehensive operational guidelines to enhance program

consistency and quality.

Conducted training for staff on administrative best practices and compliance

issues.

Monitored program budgets, achieving a 15% reduction in overall costs.

Facilitated communication between departments to improve collaboration

and efficiency.

ADMINISTRATIVE ASSISTANT FOR TRAIL SPORTS

National Parks Recreation

2014 - 2016

Supported administrative functions for trail sports events, including

scheduling and logistics.

Maintained accurate records of participant registrations and event outcomes.

Assisted in budget tracking and financial reporting for various programs.

Coordinated communication with vendors and sponsors to ensure event

success.

Developed and maintained filing systems to enhance information retrieval.

Contributed to the planning of community engagement events to promote

local trail use.


