NINA SUICO

Business Operations & Systems Analyst
+63 956 586 9363 | ninasuicox@gmail.com | linkedin.com/in/ninasuico | xxreina-28.github.io

PROFILE

Cross-functional operations professional with experience spanning customer operations, sales and CRM workflows,
procurement, recruitment, fintech controls, IT service coordination, and executive-facing special projects. Builds practical
systems that make work easier to execute and oversee, including SOPs, readiness trackers, handoff rules, reporting structures,
workflow automations, and stakeholder coordination. Brings frontline operating context and leadership experience to business
analysis, sales operations, project coordination, and process-improvement roles.

CORE CAPABILITIES

Business process mapping and improvement | Requirements gathering | SOP and workflow design | CRM workflow support
| Sales operations | KPI and reporting design | Project and UAT coordination | Vendor and procurement operations |
Executive and confidential support | Client and stakeholder management | Recruitment operations | Risk and compliance
documentation

PROFESSIONAL EXPERIENCE

Head of Strategic Partnerships & Special Operations | Jan 2025 - Present
Red Team Partners Group | Remote, USA
e Support the principal on confidential, high-priority initiatives involving partnerships, commercial coordination, and cross-
functional execution.
e Research and qualify potential collaborators, organize follow-ups, and translate loosely defined priorities into structured next
actions and working materials.

Director of Client Services | Functional focus: Business Operations & CRM Enablement | Oct 2023 - Present
BPO Sales Group | Remote, USA
e Diagnose client operating gaps across business development readiness, CRM usage, onboarding, recruitment, vendor
coordination, and service-delivery handoffs.
e Create practical operating assets such as readiness trackers, SOPs, process maps, templates, enablement materials,
feedback loops, and management reporting structures.
e Coordinate clients, internal specialists, vendors, and business-development resources to clarify ownership, surface blockers,
and move work from recommendation to execution.
e Apply prior frontline, sales, recruitment, and customer-operations experience to evaluate whether proposed processes are
workable at team level.

Sales Operations Architecture Consultant | Contract Project | Jan 2026 - Mar 2026
The Retail Group UK | Remote
e Designed proposed warm-lead and multi-vertical cold-lead sales operating models covering qualification, routing, channel
sequencing, handoffs, and decision rules.
e Produced implementation-ready architecture and enablement materials. The engagement ended before post-launch
adoption or commercial outcomes could be verified.

Client Operations & IT Service Coordinator | Contract | Oct 2023 - Jan 2024
Boab IT | Remote, Australia
e Maintained client, service, and CRM records for an IT services provider supporting Australian law firms, and coordinated
first-line ticket triage with technical specialists.
¢ Built an employee-recognition nomination and reporting workflow using Microsoft Forms, Power Automate, Teams,
SharePoint, and Power Bl.

Business Operations, Sales & Procurement Lead | Aug 2022 - Sep 2023
Red Team Partners | Remote, APAC & Europe
e Supported cybersecurity sales and commercial operations across APAC and Europe, including client coordination, sales
administration, vendor sourcing, procurement, and internal handoffs.
e Gathered requirements and coordinated testing and rollout activities for internal sales and procurement workflows.
e Translated technical and commercial inputs into clearer quotations, vendor comparisons, order documentation, and
executable next steps.
OTC Operations & Risk Support | Jun 2019 - Jul 2022
Blitz Inc | Remote, Hong Kong SAR
e Supported OTC cryptocurrency operations through market and counterparty research, transaction documentation, record
maintenance, and internal control checks.
¢ Maintained compliance-related logs and organized information used for transaction review and operational decision-making.
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Customer Operations Lead | Apr 2022 - Jul 2022
Fast Gateway System | Remote, Hong Kong
e Led remote customer-operations work for a fintech platform, including agent coordination, customer escalations, KYC/AML
workflow support, and fraud-response tracking.
e Created fraud-response tracking and reporting routines to support management visibility and audit readiness.

Recruitment Operations Specialist | Contract | Nov 2019 - May 2020
Shang-Ili Information Technology Co. Ltd. | Remote, Shanghai
e Supported cross-border recruitment of Philippine customer-service candidates for relocation to Shanghai, including job
descriptions, screening, interviews, scheduling, and candidate communication.
e Maintained applicant tracking and hiring documentation in Excel and Google Workspace for coordination with the China-
based hiring team.

Executive Assistant & Personal Assistant | 2017 - 2019
Various Employers | On-site, Philippines
e Supported executives and business owners with calendars, travel, correspondence, confidential documentation, and time-
sensitive personal and business priorities.
e Coordinated meetings, follow-ups, stakeholder communication, and administrative or sales-support requirements in fast-
moving environments.
e Worked with discretion and limited supervision, converting loosely defined requests into organized actions and completed
deliverables.

Order Desk Auditor & Data Entry Officer | Apr 2017 - Sep 2017
EO Business Process Outsourcing | On-site, Philippines
¢ Audited tire orders, resolved discrepancies with store managers, supported returns and logistics compliance, and completed
high-volume data entry.

Customer Service, Billing & Technical Support Representative | Aug 2016 - Jan 2017
Canadian Telecommunications Account | On-site, Philippines
e Handled inbound billing and customer-service concerns, then moved into technical support after quickly learning account
systems and troubleshooting procedures.

SELECTED PROIJECTS

e Employee Recognition Workflow: Microsoft Forms, Power Automate, Teams, SharePoint, and Power Bl solution for
nomination intake and reporting.

e Pipeline Strategist Agent: Al-assisted sales-pipeline analysis capstone completed through the Google x Kaggle 5-Day Al
Agents Intensive.

e Sales Architecture Systems: Proposed operating designs for warm leads and cold-lead multi-vertical execution. Presented
as design evidence, not as a verified implementation result.

TOOLS

Analytics: Excel, Power Bl, SQL, Tableau | CRM and service: Zoho CRM, HubSpot, Zendesk; Salesforce platform exposure |
Automation: Power Automate, Zapier, Mailchimp, Zoho Campaigns | Delivery: Jira, Asana, Trello, ClickUp, Notion, Microsoft
365, Google Workspace, SharePoint, Teams, Slack

CERTIFICATIONS & TRAINING

Certified ScrumMaster (Scrum Alliance), 2025 | Lean Six Sigma Yellow Belt, 2025 | HubSpot Sales Hub and Reporting, 2025
| Microsoft/LinkedIin Data Analysis learning path, 2025 | Google x Kaggle 5-Day Al Agents Intensive, 2025
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