	Office Manager
Rebecca Lawson
	Charlotte, NC 28202
(704) 555-0142
rebecca.lawson@email.com
in/rebeccalawson


	$1.4M
OFFICE BUDGET
	45
STAFF SUPPORTED
	−18%
VENDOR SPEND
	10 yrs
EXPERIENCE
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PROFILE
	
	Operations-minded corporate office manager who keeps a 45-person headquarters running like clockwork. Ten years owning facilities, vendors, budgets, and the day-to-day systems that let everyone else do their jobs. Calm, organized, and relentless about doing more with less.
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EXPERIENCE
	
		Office Manager
	2020 – Present


Honeywell — Charlotte, NC
1. Manage all office operations for a 45-person HQ — facilities, supplies, mail, and reception oversight.
1. Own a $1.4M office budget; renegotiated vendor contracts to cut spend 18% with no service loss.
1. Coordinate moves, build-outs, and on-site events; supervise a 3-person admin team.

	Assistant Office Manager
	2016 – 2020


Duke Energy — Charlotte, NC
1. Administered scheduling, travel, and expense reporting for two departments.
1. Streamlined supply ordering and onboarding, saving an estimated 6 hours weekly.

	Administrative Coordinator
	2014 – 2016


Wells Fargo — Charlotte, NC
1. Supported a 20-person team with scheduling, records, and front-office coordination.
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CAPABILITIES
	
		OPERATIONS
Facilities · Vendor Management · Budgeting · Procurement · Event Coordination · Office Moves
	
	ADMINISTRATIVE
Team Supervision · Scheduling · Expense Reporting · Onboarding Support · Records · Reception
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SYSTEMS & EDUCATION
	
		SOFTWARE
 MS Office    Concur    SAP Ariba    Asana 
	
	EDUCATION
B.S., Business Administration
UNC Charlotte





