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Jordan Ellis
Operations Manager
jordan.ellis@example.test  |  (555) 010-4477  |  Portland, OR

Operations manager with nine years of experience running multi-site facilities. Cut maintenance costs by 18%
through planned servicing and renegotiated vendor contracts, while keeping tenant satisfaction above 90%.

EXPERIENCE

Operations Manager

Harbor Point Facilities  |  2021 - present

• Lead a team of 14 across three office sites and 220,000 sq ft.

• Introduced a planned-maintenance calendar that halved emergency call-outs.

• Own a $2.4M annual budget; delivered 2025 within 1% of plan.

Facilities Coordinator

Northgate Property Group  |  2017 - 2021

• Managed 40+ vendor contracts and quarterly safety inspections.

• Moved work orders to a shared tracker, cutting response time by 35%.

SKILLS

Project planning Budgeting Vendor management

Data analysis Team leadership Health and safety

EDUCATION

B.S. Business Administration

Oregon State University  |  2011 - 2015

CERTIFICATIONS

• Facility Management Professional (FMP), 2020

• OSHA 30-Hour General Industry, 2019


