Joel K. Silva   ◆ Astoria, Ny 11105 ◆ +1 (646) 945 - 9212  ◆ 
 	◆ Email: the.silva.marketing.group@gmail.com ◆
[bookmark: _Int_RAaGVDh4][bookmark: _Int_oBAfPO0A]SUMMARY: Results-driven Project & Operations Management/Supervision expertise in logistics, field operations, and team leadership.[image: page1image29439600.png]EDUCATION:
Associate Degree in Business Administration / Management 
Hunter College (2021 – 2022)
High School Diploma
Frank Sinatra School of the Arts High School (Graduated 2021)[image: page1image29439600.png]EXPERIENCE: 
Field Operations Supervisor
NYC Health + Hospitals | NYC Housing Preservation Department
2023 – Present
Supervised field staff, ensuring compliance with operational and safety procedures.
Managed team scheduling, addressed callouts, and maintained staffing efficiency.
Conducted inventory management and supply ordering to support field operations, achieving an 80% customer satisfaction rate.
Provided real-time issue resolution, reporting critical concerns to the Operations Manager.
Delivered staff training on field procedures and compliance, ensuring high performance.
——————————————————————————————
Project Logistics Supervisor – Lead
NYC Health + Hospitals | NYC Housing Preservation Department
2023 – 2024
Developed and maintained Standard Operating Procedures (SOPs), improving logistics efficiency and achieving an 80% customer satisfaction rate.
Led cost-saving initiatives, reducing operational expenses by 15% through process optimization.
Trained supervisors and team members in safety, modern technologies, and operational tools, enhancing overall team performance.
Managed Order Fulfillment Service Level Agreements (SLAs) and ensured on-time, error-free shipments.
Conducted quality assurance and control evaluations, reducing customer complaints and improving service standards.
Supervised warehouse operations, including inventory control, receiving/shipping activities, and labor efficiency.
Coordinated supply chain logistics, resolving transportation issues and maintaining compliance with safety regulations.
——————————————————————————————
Administrative Assistant
NYC Health + Hospitals | NYC Housing Preservation Department
September 2022 – May 2023
Assisted in administrative operations, documentation, and reporting.
Supported logistics planning and team coordination.
——————————————————————————————
Covid-19 Swabber
LabWorQ | NYC, NY
March 2022 – September 2022
Conducted COVID-19 rapid and PCR testing across multiple locations.
Managed patient interactions, ensuring compliance with health and safety protocols.
Maintained electronic health records (EHRs) and assisted with data entry.
———————————————————————————————
Supervising Brand Ambassador
Mosaic | NYC Health + Hospitals | NYC Housing Preservation Department
July 2021 – February 2022
Trained and mentored new team members to improve sales performance and customer engagement.
Led sales presentations and account management for client campaigns.
Delivered community outreach campaigns, including COVID-19 vaccine awareness.
———————————————————————————————
Market Sales Leader
Evolution Int. | New York, NY
January 2021 – June 2021
Managed direct sales and client acquisition efforts for nonprofit and commercial campaigns.
Provided customer support, conducted transactions, and resolved escalations.
 Current Campaign is Easter Seals: a charity that helps several types of disabled people of all ages
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SKILLS:
[bookmark: _Int_TE37LyIG]Logistics & Supply Chain Management 	
Operations Supervision & Workflow Optimization
[bookmark: _Int_1yfAUy1U]Training & Team Development  	• Quality Assurance & Compliance
Process Improvement & SOP Implementation
 Strong Communication & Interpersonal Skills
Bilingual: Fluent in Portuguese & English, Intermediate in Spanish
[bookmark: _Int_6YhXJi58]Proficiency in Microsoft Office Suite & Data Reporting Tools
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CERTIFICATIONS & TRAINING:
HIPAA Compliance Training
Logistics & Supply Chain Management Training
Project Management Fundamentals
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Reference(s):

• References available upon request
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