	Office & HR Manager
Trevor Adams
	Austin, TX 78701
(512) 555-0148
trevor.adams@email.com
in/trevoradams


	60
HEADCOUNT
	120+
HIRES ONBOARDED
	−25%
TURNOVER
	9 yrs
EXPERIENCE
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PROFILE
	
	Office manager who doubles as the people-operations backbone of a growing company. 9 years blending office administration with HR — onboarding, payroll, benefits, and culture — for teams up to 60. I make new hires feel welcome, keep the office humming, and handle the paperwork no one else wants to.
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EXPERIENCE
	
		Office & HR Manager
	2020 – Present


Bigcommerce — Austin, TX
1. Run office operations and people-ops for 60 employees — facilities, supplies, and culture events.
1. Onboarded 120+ hires; built a structured first-week program that cut early turnover 25%.
1. Administer payroll, benefits enrollment, and PTO in BambooHR; first point of contact for HR questions.

	Office Manager / HR Coordinator
	2017 – 2020


RetailMeNot — Austin, TX
1. Coordinated recruiting logistics, new-hire setup, and benefits administration.
1. Managed vendor relationships and a $400K office budget.

	Administrative Assistant
	2015 – 2017


Whole Foods Market HQ — Austin, TX
1. Supported HR and office operations with scheduling, records, and event planning.
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CAPABILITIES
	
		PEOPLE OPERATIONS
Onboarding · Payroll · Benefits Admin · HRIS · PTO Tracking · Employee Relations
	
	OFFICE MANAGEMENT
Facilities · Vendor Management · Budgeting · Event Planning · Scheduling
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SYSTEMS & EDUCATION
	
		SOFTWARE
 BambooHR    Gusto    ADP    MS Office 
	
	EDUCATION
B.A., Business / Management
Texas State University
SHRM-CP (in progress)





