Edwin Victor Franco

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

OPERATIONS & SYSTEMS MANAGER | WORKFLOW OPTIMIZATION | EXECUTION LEADERSHIP

Operations and systems professional with experience leading workflows, improving processes, coordinating cross-
functional execution, and building structured systems that improve accountability and operational reliability. Skilled
at identifying inefficiencies, reducing manual workload, standardizing processes, and translating business needs
into practical operational systems.

Strong background across operations, HR workflows, systems, reporting, documentation, stakeholder
communication, and issue resolution. Known for keeping teams aligned, improving execution, and creating
repeatable processes that support consistent day-to-day performance.

PROFESSIONAL EXPERIENCE

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

Live: www.spellgather.com | GitHub: github.com/evictme (code available upon request)
Lead planning, operations, workflow design, and execution for an active web-based product. Manage priorities
across development, documentation, UX planning, system logic, feature tracking, and product decisions.

Impacts & Achievements

» Coordinated multiple workstreams across design, development, workflow planning, testing, and release
preparation

> Created clear documentation and task-tracking processes to maintain continuity across changing product
requirements

> Demonstrated full ownership of product operations, planning, workflow management, and delivery execution

European American Association — Operations / Systems / HR Lead | 2011 - 2016 | 2018 - 2025
Led daily operations, internal systems, workflow coordination, HR administration, documentation, reporting
support, and cross-functional execution in a high-volume nonprofit environment. Served as a central operations
point between leadership, staff, tenants, vendors, contractors, and external stakeholders. Managed onboarding,
offboarding, employee records, compliance tracking, service coordination, internal documentation, task follow-
up, and issue resolution. Built and maintained MS Access, Excel, and workflow tracking systems that improved
operational visibility, reduced manual work, strengthened accountability, and supported more consistent
execution across teams.

Impacts & Achievements

» Reduced manual workload by approximately 65% through workflow redesign, automation, and internal
system improvements

> Improved end-to-end workflow reliability by standardizing follow-up processes, documentation practices,
and priority tracking

» Created repeatable processes that reduced dependency on informal knowledge and improved consistency
across administrative and operational functions

> Helped leadership make better operational decisions by organizing records, reporting data, workflow status,
and issue visibility

CORE SKILLS

Operations Leadership: Daily Operations Management, Workflow Coordination, Operational Execution, Priority
Management, Task Tracking, Follow-Up & Follow-Through

Process Improvement: Workflow Optimization, Process Standardization, Gap Analysis, Operational Reviews, Process
Documentation, Service Delivery Improvement

Systems & Reporting: MS Access, Microsoft Excel, Data Tracking, Reporting Support, Internal Systems
Management, Records Management, Operational Visibility

HR & Administration: Onboarding, Offboarding, Employee Records, Compliance Tracking, Documentation
Management, Scheduling, Office Administration

Stakeholder Coordination: Cross-Functional Communication, Leadership Support, Issue Resolution
Professional Strengths: Bilingual English/Spanish, Accountability, Reliability, Structured Problem Solving, Team
Support, Adaptability, Independent Execution


http://www.edwinvfranco.com/

