Edwin Victor Franco

Chicago, IL | 312.696.9367 | www.edwinvfranco.com | linkedin.com/in/edwinvfranco | Bilingual: Eng/Span

PROGRAM COORDINATOR | OPERATIONS ASSOCIATE | OFFICE & WORKFLOW COORDINATION

Reliable and detail-oriented administrative professional with experience supporting daily operations, managing
communication, and maintaining organized workflows in fast-paced environments. Known for strong follow-through,
clear communication, and the ability to keep tasks moving efficiently.

Experienced handling high-volume phone and email communication, maintaining accurate records, and supporting
teams by ensuring day-to-day operations run smoothly and consistently.

PROFESSIONAL EXPERIENCE

Spellgather LLC - Founder / Lead Developer | Oct 2025 - Present

Live: www.spellgather.com | GitHub: github.com/evictme (code available upon request)

Manage the planning, documentation, workflow organization, and execution of an active web-based project.
Coordinate priorities, maintain structured records, track development tasks, and ensure project work remains
organized, documented, and actionable.

« Built and maintained a structured workflow system to manage active project tasks, documentation, and
development progress.

« Improved project organization by consolidating task tracking, feature planning, and implementation notes into a
clearer source-of-truth workflow.

« Demonstrated strong independent execution by managing planning, documentation, development coordination,
and operational decisions without dedicated administrative support.

« Maintained consistent follow-through across evolving project requirements, ensuring work remained organized
and actionable.

European American Association — Operations / Systems / HR Lead | 2011 - 2016 | 2018 - 2025

Supported and led daily administrative, operational, HR, documentation, and workflow functions in a high-volume
nonprofit office environment. Served as a central point of coordination across staff, leadership, tenants,
contractors, vendors, and external contacts. Managed records, onboarding documentation, communication
workflows, scheduling, compliance tracking, issue resolution, and internal process improvements.

» Supported administrative and operational workflows across a multi-year tenure spanning approximately 12 years
with the organization.

« Improved workflow organization by implementing more structured tracking, follow-up, and documentation
processes.

» Reduced operational delays by proactively identifying pending tasks, resolving issues, and improving follow-
through across departments.

« Maintained accuracy and consistency across high-volume administrative records, HR documentation,
onboarding files, and internal tracking systems.

« Strengthened communication between leadership, staff, tenants, vendors, and external contacts by serving as a
reliable coordination point.

« Improved operational continuity by helping staff prioritize tasks, resolve day-to-day issues, and keep office
workflows moving.

« Supported bilingual communication needs for Spanish-speaking staff, tenants, and community members.

« Helped organize internal programs, trainings, events, and operational initiatives while maintaining documentation
and logistics support.

« Contributed to more reliable reporting and recordkeeping by compiling structured data and maintaining
organized documentation.

CORE SKILLS

Office Administration, Scheduling, Task Coordination, Follow-Up & Follow-Through | Phone Communication,
Customer Interaction, Vendor & Contractor Coordination | Microsoft Office (Word, Excel, Outlook), Documentation,
Record Keeping | Data Entry, File Management, Workflow Organization | Problem Solving, Multi-tasking, Attention to
Detail, Reliability | Customer Service, Conflict Resolution, Team Support | Additional Capabilities: Bilingual
(English/Spanish)


http://www.edwinvfranco.com/

