
EBONY D .  JAMES

Results-Oriented Executive Assistant and Operations Manager

with over 12 years of experience providing high-level

administrative, operations,  and customer experience support to

business owners and executives across industries.  Experienced

in strategic organizational and team leadership and adept at

handling confidential information, managing teams, fostering

stakeholder relationships, and optimizing productivity.

P R O F I L E

E X P E R I E N C E

The Empire Effect Agency 

Miller Media Group

2012 - Present

2020-2022

FREELANCE EXECUTIVE ASSISTANT & 
OPERATIONS PROFESSIONAL

Administrative Support

Email Management and Organization

Travel & Calendar Coordination

Meeting Prep & Coordination

Payment Processor and Expense

Reconciliation

Customer Service Specialist

Online Community Management

Executive Assistant Roles

Business Consultations and Audits

Project Management

Volunteer Recruitment & Management

CUSTOMER SERVICE MANAGER

Atlanta, GA | Riverdale, GA | Memphis, TN
2014 - 2019

SPECIAL EDUCATION CLASSROOM TEACHER

E D U C A T I O N

Oglethorpe University

BACHELOR OF SOCIOLOGY

University of Memphis

MASTER OF SOCIAL WORK

Strategic Leadership & Delegation

Proficient in Google Workspace & Microsoft Office

Proficient in Asana, ClickUp, Monday.com, Trello and

other PM tools

Proficient in Slack, Voxer, Google Chat, and other

communication tools

Familiar with Concur Travel

Remote Account, Client, & Team Management

Expense Reporting & Reconciliation

Social Media Management & Content Creation

Virtual Event Planning & Logistics Coordination

Customer Service Management & Relations

SOP + Process Mapping

Project Management & Software Tools

User Research (Interviews and Surveys)

7-Figure+ Online Course Launches (CS)

Business Policies Development

Curriculum Development

Customer Experience Strategy

Organizational Leadership

Calendar Management & Meeting Coordination

CRM Expertise

Volunteer Recruitment & Management

Transaction Coordination (Real Estate VA)

Event Coordination & Vendor Management

S K I L L S

University of Memphis

MASTER OF CURRICULUM &
INSTRUCTION

Social Work concentration 

School Social Work concentration

Special Education concentration and
Applied Behavior Analysis emphasis

GRADUATE CERTIFICATE
SCHOOL SOCIAL WORK

University of Memphis
Launch Support

Provide Excellent Customer Service to

16,000+ Members

Membership Subscription Management

Lead Generation (50,000+) for Clients

SOP Creation & Process Mapping

Chief Operations Officer Roles

Customer Journey Mapping

Operational Resource Creation

eBook Design & Creation 

Book Publishing

Annual Report Development

Supervisor of Customer Service Team

Developed Policies & SOPs

Supported with Staff Hiring

Launch Support: Live Chat

Management & Customer Inquiries via

Email

Customer Experience Strategy

Online Community Management

Assisted in Digital Product Creation

Strategic Planning & Vision Casting for

The Department

Infusionsoft, ClickUp, Help Scout, and

Kajabi Expert

User Research | Survey Analysis

Pre-K Teacher at the Emory Autism Center | Emory University

Certified K-8 Special Education Math & Science Teacher

Special Education Law

Created IEP’s, 504's, BIP’s

Certified Gifted Teacher

Executive Assistant and Operations Professional
for CEOs and NonProfits


