
JOCELYN HENRY

PROFESSIONAL SUMMARY

Operations and healthcare professional with progressive experience driving compliance, reporting, process improvement, and cross-
functional operations across healthcare, financial services, staffing, and customer support. Recognized for building scalable workflows, 
automating reporting in Excel, strengthening documentation accuracy, and partnering with Legal, Finance, and Operations to solve 
business problems, reduce risk, and improve efficiency. Complements this operational foundation with hands-on experience applying AI 
tools such as Claude, ChatGPT, and Google Gemini to accelerate documentation, research, and reporting workflows.

CAREER HIGHLIGHTS

• Led remote operational teams supporting a customer portfolio exceeding 23,000 residential and commercial accounts.
• Managed healthcare operations supporting 4,000+ client records while ensuring regulatory and documentation compliance.
• Increased branch billing by approximately $20,000 within four weeks through operational leadership and business development.
• Directed workforce operations for 50+ employees including recruiting, onboarding, payroll, compliance, and performance 

management.
• Partnered with Legal to negotiate customer agreements and support contract lifecycle activities including renewals, amendments, 

service modifications, and terminations.
• Designed and maintained operational reporting, Excel tracking tools, and workflow improvements to increase efficiency and 

reporting accuracy.
• Mentored and trained employees to improve engagement, quality, and KPI performance.

CORE COMPETENCIES

Operations Leadership • Contract Administration • Contract Lifecycle Management • Healthcare Operations • Compliance • Business 
Process Improvement • Operational Reporting • Advanced Excel • Documentation Governance • Stakeholder Management • Cross-
Functional Leadership • Quality Assurance • Workforce Management • Project Coordination • Process Mapping • Workflow Automation 
• AI-Assisted Reporting • Salesforce • SharePoint • Crystal Reports • NetSmart • Workday • DocuSign

CERTIFICATIONS

• Google Professional AI Certificate (2026) — Coursework: AI Fundamentals, AI for Research & Insights, AI for Writing & 
Communication, AI for Data Analysis, AI for Application Development, Prompt Engineering, Responsible AI, and Human-in-the-Loop 
AI.

PROFESSIONAL EXPERIENCE

Intake Specialist | VNA of Texas – Meals on Wheels
Dec 2025 – Present
• Manage healthcare operations supporting 4,000+ client records while maintaining compliance with state and organizational 

requirements.
• Generate daily, weekly, and monthly operational reports using Crystal Reports, SharePoint, NetSmart, and Microsoft Excel.
• Audit documentation, reconcile records, validate data, and maintain reporting accuracy across multiple operational workflows.
• Develop reporting tools and process improvements that strengthen operational efficiency and documentation integrity.
• Collaborate with cross-functional stakeholders to resolve service issues and improve continuity of care.
• Designed Excel tracking tools, validation rules, and workflow trackers that reduced manual follow-up and improved reporting 

accuracy.
• Identified documentation discrepancies through auditing and reconciliation, helping maintain regulatory compliance and data 

integrity.
• Streamlined operational processes by standardizing reporting and documentation procedures across multiple workflows.
• Served as a trusted resource for cross-functional teams by resolving complex operational issues and improving turnaround times.

Business Operations Coordinator (Part-Time) | Winner's Circle Mobile Detailing
Feb 2025 – Present
• Coordinate scheduling, invoicing, workflow management, and administrative operations for a growing service business.
• Served as a trusted operational resource by resolving administrative challenges, improving workflow organization, and enhancing 

day-to-day business efficiency.

Branch Manager | A.T. Staffing / Advance'd Temporaries
Jul 2024 – Sep 2025
• Directed branch operations supporting 50+ employees, overseeing recruiting, onboarding, payroll, budgeting, compliance, and 

employee relations.

Portfolio: jocelynhenry11.github.io

OPERATIONS LEADER | CONTRACT ADMINISTRATION | HEALTHCARE OPERATIONS | COMPLIANCE | AI-ENABLED PROCESS IMPROVEMENT

Rockwall, TX | 870-543-9586 | amor09amor@yahoo.com

https://jocelynhenry11.github.io/


Wealth Servicing Advisor | U.S. Bank | Remote
Aug 2022 – Aug 2024
• Managed regulated wealth servicing activities including documentation review, account research, fraud investigations, compliance, 

and risk mitigation.
• Provided peer mentoring and training with leadership approval to improve employee engagement and KPI performance.

Operations Supervisor | Percepta (Verizon Connect) | Remote
Oct 2020 – Aug 2022
• Led and developed a remote team of 30+ employees supporting more than 23,000 residential and commercial customer accounts.
• Managed contract lifecycle operations including new agreements, negotiated terms, amendments, renewals, service modifications, 

and terminations.
• Partnered with Legal, Sales, Operations, and Technical Support to negotiate customer agreements and facilitate timely execution.
• Monitored KPIs, quality assurance, documentation accuracy, compliance, and operational reporting across the team.
• Implemented workflow improvements that strengthened compliance, increased efficiency, and elevated customer satisfaction.

Account Manager | Procter & Gamble – Crest & Oral-B | Remote
Mar 2020 – Oct 2020
• Partnered with cross-functional teams to resolve complex account issues while improving customer onboarding and account 

maintenance.
• Utilized Salesforce, SAP, and internal systems to manage customer accounts, documentation, and operational workflows.
• Reviewed business account requests and approved or denied accounts in accordance with company policies, documentation 

requirements, and risk guidelines.
• Verified new and existing customer accounts, identified and removed duplicate records, and maintained CRM data integrity.
• Managed billing for business accounts, processed payments, resolved billing discrepancies, and maintained accurate financial 

records.
• Processed high-volume customer and business orders while ensuring order accuracy and timely fulfillment.
• Promoted through multiple operational roles based on performance: Order Specialist → Billing Specialist → Account Manager.

SELECTED PROJECTS & PROFESSIONAL DEVELOPMENT

Independent projects applying operational and business-analysis skills alongside AI tools to process design, documentation, and product 
planning.

CC OS — Business Operating System Design
• Designed a business operating system to centralize CRM, project management, reporting, and operational analytics, incorporating 

AI-assisted workflows for documentation and research.
• Acted as business owner: defined requirements, prioritized features, reviewed iterations, and validated functionality prior to 

implementation.

BetterMe Fit — Wellness Platform Planning
• Directed product planning for an AI-assisted wellness platform, including onboarding design, personalized planning, and progress 

tracking.
• Led feature definition, testing, and iterative improvement through ongoing user-experience review.

AI-Assisted Workflow Design
• Applied Claude, ChatGPT, Google Gemini, and NotebookLM to streamline documentation, research, and reporting workflows, 

improving consistency and turnaround time on process-improvement initiatives.
• Completed the Google Professional AI Certificate, building applied skills in prompt engineering, AI-assisted data analysis, and 

responsible, human-in-the-loop AI use.

TECHNICAL SKILLS

Business Systems & CRM
Salesforce CRM • Workday • SAP • NetSmart • PeerPlace • WellSky • Ultra-Staff

Reporting & Analytics
Crystal Reports • SharePoint • Excel (Advanced Reporting, Data Validation, Conditional Formatting, Lookup Functions, Auditing, 
Tracking)

AI Platforms
Claude • ChatGPT • Google Gemini • NotebookLM • Google AI Studio • Microsoft Copilot (Foundational)

Project & Collaboration
Microsoft Teams • Outlook • Zoom • DocuSign

EDUCATION

High School Diploma — Dollarway High School

Managed branch financial performance while increasing billing by approximately $20,000 within four weeks.
Standardized workflows and implemented process improvements that enhanced operational efficiency and compliance.
Supported staffing and consulting contract bids through vendor portals, EIN/W-9 documentation, opportunity research, and proposal submissions.



