Suzanne Kelley
Founder | Business Operations & Systems Consultant
Tallahassee, Florida
850-628-9445
suzanne.kelley@ournextchapter.biz
LinkedIn: linkedin.com/in/suzannekelleyofficial

PROFESSIONAL SUMMARY
Executive Operations and Business Systems leader with 20+ years of experience helping organizations improve operational efficiency, strengthen accountability, develop leaders, and build scalable business processes. Proven success designing workflows, implementing CRM and operational systems, creating standard operating procedures, improving cross-functional communication, and supporting executive decision-making. Known for helping founder-led organizations build scalable systems, strengthen leadership accountability, and create operational foundations that support sustainable growth.
SELECTED BUSINESS IMPACT
· Increased annual revenue 13% while reducing operating expenses 8% by leading operational improvements. 
· Designed scalable business systems, onboarding processes, and workflow automations that improved operational consistency and organizational efficiency. 
· Led and developed multi-location teams while implementing standardized processes and executive-level operational support.
KEY ACHIEVEMENTS
· Successfully increased annual revenue 13% while reducing operating expenses 8% during a business turnaround. 
· 20+ years of leadership, operations, executive support, and business management experience. 
· Supported operations across seven locations while leading teams of up to 13 direct reports. 
· Eight years of leadership experience in a predominantly remote work environment. 
· Certified Trainer responsible for developing General Managers, Assistant Managers, and leadership teams. 
· Founded a business systems consulting practice focused on helping founder-led organizations improve operational efficiency, build scalable systems, and streamline business processes.
CORE COMPETENCIES
	Operational Strategy
Business Operations
	Leadership & Team Development
Project Coordination

	Business Process Improvement
	Cross-Functional Coordination

	Standard Operating Procedures (SOPs)
	Training & Development

	Organizational Design
	Workflow Automation

	KPI Development & Performance Metrics
	Systems Optimization

	Operational Leadership
	Communication & Collaboration

	CRM Administration
	Customer Success & Client Experience

	AI Productivity Tools
	Remote Collaboration

	
	


	
	


PROFESSIONAL EXPERIENCE
ONC Business Solutions (DBA of Our Next Chapter LLC)
Founder | Business Operations & Systems Consultant | January 2026 – Present
· Design scalable business operating systems that improve organizational efficiency, leadership accountability, and client experience.
· Develop organizational frameworks, governance documentation, and operational standards that enable businesses to scale without increasing operational complexity.
· Build CRM systems, workflow automations, and client onboarding processes that reduce manual effort and improve operational consistency.
· Create executive dashboards, KPI frameworks, and business systems that improve visibility, accountability, and decision-making.
· Partner with founders and business owners to identify operational bottlenecks, implement scalable business systems, and improve organizational effectiveness.
· Leverage AI tools including ChatGPT and Claude to streamline documentation, operational planning, communication, and workflow design.
CCFI Companies, LLC
General Manager | Certified Trainer | September 2021 – December 2025
· Directed daily business operations, staffing, scheduling, compliance, financial performance, and customer service.
· Successfully turned around an underperforming location by increasing annual revenue 13% during the first year while reducing operating expenses 8%. 
· Selected as a Certified Trainer responsible for developing General Managers, Assistant Managers, and leadership teams. 
· Supported executive leadership by improving operational execution, leadership development, performance accountability, and cross-functional communication across multiple business functions.
· Coached and developed employees through structured training, mentoring, and performance management. 
· Developed managers and leadership teams through structured coaching, operational training, and continuous performance development while improving customer experience and business results.
Xerox Corporation
Regional Fleet Manager | March 2010 – March 2020
· Coordinated operations across seven locations while leading up to 13 direct reports in an 85% remote work environment. 
· Developed standardized operational processes and reporting practices that improved consistency across multiple regional locations.
· Led geographically dispersed teams while coordinating operations, executive communications, cross-functional initiatives, and customer-focused operational improvements across seven locations.
· Managed reporting, executive documentation, operational planning, and operational processes across multiple locations while supporting leadership initiatives. 
· Delivered onboarding and leadership training that improved employee readiness and operational consistency and streamlined operational procedures and resource allocation to improve efficiency and service delivery. 
ADDITIONAL PROFESSIONAL EXPERIENCE
Human Resources Assistant – A.N.D. Marketing
Revenue Specialist II – Florida Department of Revenue

TECHNICAL SKILLS
CRM & Customer Success Platforms
GoHighLevel • HubSpot • Salesforce • Systeme.io
Business Productivity
Microsoft 365 (Excel, Word, Outlook, Teams) • Zoom • Adobe Acrobat
Project & Collaboration
Canva • Jotform • Skool • Stripe
AI & Business Productivity
AI Productivity & Workflow Tools (ChatGPT, Claude, Gemini, Base44)

EDUCATION
Master of Science, Human Resource Management – Troy University
Bachelor of Science, Social Science | History Minor – Troy University

CERTIFICATIONS
· Florida Notary Public 
· Remote Online Notary (RON) 
· Certified Trainer – CCFI Companies, LLC 

