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PROFILE

Founder's Office professional and Al-assisted builder who turns business needs into working systems. | gather
requirements with stakeholders, map the workflow and data, build automations, dashboards, and internal tools, and
support adoption through documentation, review paths, and handover.

My work spans executive operations, safe Al adoption, process improvement, and full-stack products. | translate between
leadership and technical teams while keeping decisions traceable and useful in daily work.

SELECTED IMPACT

- GitLab access: Connected HR, project-assignment, and GitLab checks in an auditable approval workflow. Normal
eligible requests moved from up to 24 hours to a maximum 30-minute processing window; elevated permissions still
require approval.

- Early Al adoption: On Jev Al's second day after launch, identified lead qualification as a practical use case and
integrated Al suggestions into an existing contact-cleanup process. Clear cases follow deterministic rules; ambiguous
leads stay in a human review queue with an audit trail.

- Operational visibility: Built dashboards that bring workload, delivery signals, and meeting join evidence into
reviewable views. Leaders and reviewers can see capacity risk and distinguish a client waiting from incomplete
attendance data.

PROFESSIONAL EXPERIENCE

Executive, Founder's Office | CallHippo | Current
- Partner with leadership, operations, and engineering to turn business needs into requirements, internal tools, and
reviewable workflows.

- Owned knowledge structure and assistant behavior for source-backed internal answers; worked with the technical
team on server implementation and hosting.

- Designed an evidence-led sales meeting review and a pre-launch purchase platform with clear ownership, audit

records, and human checks.

Executive Assistant to CEO, Founder's Office | Sigma Solve | Previous role
- Acted as the CEO's operational right hand, owning priorities and cross-functional follow-through across engineering,
delivery, HR, and leadership; supported business-transformation work from intake to closure.

- Gathered, analyzed, and documented business requirements, prepared executive briefings and leadership updates,
and drove decisions and action items to closure across departments.

- Built and maintained workload dashboards, operational reports, and activity logs that gave leadership real-time
visibility into capacity, assignments, and delivery risk.

- Standardized operating processes, SOPs, and Statements of Work; monitored efficiency and recommended
improvements that clarified scope between business and engineering.
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Nishant Jha | Experience and selected work

PROFESSIONAL EXPERIENCE (CONTINUED)

Executive Assistant to CEO | Sigma Solve (continued)
- Designed and deployed automation across HR systems, Asana, Gmail, Google Sheets, and GitLab, with monitoring,
retries, and escalation to reduce manual work and keep records in sync.

- Ran the cadence of meetings, reviews, and stakeholder communications; coordinated day-to-day operations and
acted as liaison to clients and partners.

IT Trainer | Vagaro Technologies | Dec 2024 - Apr 2025
- Delivered training and documentation on proprietary products; coordinated schedules and progress tracking across
departments in Asana.

- Supported SDLC adherence and reviewed and approved SRS and SDD documents.

- Mentored a team of trainers and drove continuous-improvement practices.

Customer Support Representative and SME | TTEC India | Aug 2020 - Feb 2024
- Improved CSAT by 25% and reduced resolution time by 25% by standardizing support processes across teams.

- Managed onboarding for more than 100 new hires using Asana and learning-management platforms.

- Served as a subject-matter expert on software tools.

SELECTED PROJECTS

- Lead Cleanup: Built a contact qualification flow for CSV and XLSX exports with duplicate checks, explainable rules,
provisional Jev Al suggestions, and a reviewer queue before outreach export.

- Ask CallHippo: Organized approved knowledge and source checks so employees can find routine company answers
with citations they can verify.

- Sales Meeting Punctuality: Combined scheduled meeting times with measured join evidence in a reviewer
dashboard; uncertain records remain unverified rather than becoming performance findings.

- Purchase Management: Built a pre-launch request-to-payment workflow with role-based approvals, audit records,
and purchase-order, receipt, and invoice matching.

- Independent products: Built MakeCV, StreamFree, and YT Transcriber across Al-assisted workflows, responsive
web experiences, and resilient data extraction.

SKILLS AND TOOLS

Business: Requirements, process design, decision support, reporting, stakeholder management, SOPs, and training.

Al-assisted delivery: Use Claude Code and Codex to build; understand the architecture and stack, review generated
changes, and check workflows, access, and data safety before deployment.

Platforms and stack used: Deploy on Vercel and Netlify; integrate Supabase, Resend, and Clerk. Projects have used
Next.js, Node.js, TypeScript, SQL, APIs, and Google Apps Script.

CERTIFICATIONS

Microsoft Azure Fundamentals (AZ-900) | CNSS Certified Network Security Specialist | Six Sigma Yellow Belt | SQL:
Database Fundamentals | Full Stack and Front-End Development

EDUCATION

Bachelor of Computer Application (BCA), Aryabhatta Knowledge University
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