ALEXIS KANCYLARZ

WORK HISTORY

Bucks County Dental Sleep Medicine & TMJ Therapy - Operations
Manager and Graphic Designer

New Hope, PA e 07/2024 - Current

e Coordinate day to day operational workflows supporting scheduling
documentation and internal

communication

e Develop and maintain internal and client facing documents including
intake forms educational materials and

branded assets

e Track records appointments and administrative details to ensure
accuracy and timely follow through

e Prepare informational and marketing materials used across digital and
print channels

e Collaborate with clinical and administrative staff to improve coordination

streamline processes and reduce

errors

e Maintain organized documentation supporting billing and operational
tracking

Pagano Chiropractic Center - Front Desk and Graphic Designer
Pennington, NJ e 08/2023 - 07/2024

e Supported daily operations through scheduling coordination records
management and documentation

e Prepared client documents forms and informational materials ensuring
clarity and consistency

¢ Assisted with billing support verification and administrative follow up

e Maintained organized workflows while managing multiple priorities in a
high volume environment

HNL Marketing - Graphic Designer- Contract

Woodbridge, NJ e 01/2023 - 04/2023

e Produced digital and print materials supporting marketing campaigns
and internal initiatives

e Prepared presentation and promotional assets aligned with brand
guidelines

e Managed project files and ensured deliverables were completed
accurately and on schedule

Haddad Brands - Print Studio Coordinator

Dayton, NJ e 01/2020 - 01/2021

e Supported print production workflows including file preparation quality
checks and coordination with internal teams

e Maintained organized production files and ensured accuracy across print

materials
¢ Designed impactful print materials to enhance brand visibility and
recognition

E: akancylarz@gmail.com
P: 908-300-1671

A: Lambertville, NJ 08530
WWW: |exyphotodesign.com

PROFESSIONAL SUMMARY

Operations and design professional with
experience supporting internal teams through
documentation, workflow coordination, materials
preparation, and cross functional
communication. Known for accuracy,
organization, and follow through while managing
multiple priorities in structured environments.
Strong background producing client facing
materials, maintaining operational records, and
supporting teams that rely on consistent
execution.

SKILLS

e Operations coordination and workflow support
e Documentation and record keeping

e Materials and asset preparation

e Cross functional team collaboration

e Scheduling and administrative operations

e Process consistency and quality control

e Online Review and reputation management

e VVendor and lab coordination

e Adobe Creative Suite

e Asana, Microsoft Office, Google Workspace

EDUCATION
Southern New Hampshire University
Hooksett, NH o 2022
Bachelor of Arts: Graphic Design And Media
Arts
Bucks County Community College
Newtown, PA e 2019

Associate of Arts: Cinema Video Production



