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SOVANTHA BUN
Office & Workplace Operations  |  Google Workspace  |  Cross-Functional Coordination
San Francisco, CA  ·  (415) 623-0864  ·  sbvantha415@gmail.com

PROFESSIONAL SUMMARY

Office and workplace operations leader with 10 years running the day-to-day at a multi-floor San Francisco
workplace through a full company rebrand. Owned vendor relationships, the Google Workspace stack, internal
documentation, and the onboarding pipeline — built a Google Apps Script automation that replaced a manual
checklist. Translate executive asks into shipped operational changes; document everything so non-technical
teammates can run it without me.

CORE STRENGTHS

Office & Workplace Operations — Vendor management,
facilities coordination, supplies, front-of-house

Google Workspace Administration — Gmail, Drive,
Sheets, Docs, Apps Script, installable triggers

Internal Communications — SOPs, training guides,
HTML email, newsletter layout

Executive & Leadership Support — Calendar
coordination, board liaison, exec stakeholder
management

Process Improvement — Audit, document, automate —
reduce manual error, raise throughput

Cross-Functional Coordination — F&B vendors, events,
leadership, front-of-house

EXPERIENCE

Office Manager 2019 – May 2026
Amador Club (formerly Wingtip) · San Francisco, CA
Private social club in the Financial District. Served as the connective tissue between membership, F&B, events,
and ownership through a full rebrand from Wingtip to Amador.

• Ran day-to-day office operations for a multi-floor SF workplace: vendor management, staff scheduling,
supplies, facilities coordination, and front-of-house service standards.
• Owned the company-wide tech stack — Google Workspace administration (Gmail, Drive, Sheets, Docs),
Microsoft 365 / Outlook, PeopleVine CRM, and SOP documentation.
• Built a Google Apps Script automation pipeline (installable triggers, custom menus, guard clauses, error
logging) that significantly reduced manual onboarding work per new joiner.
• Led operations workstream for a full company rebrand: audited every external touchpoint — system
emails, newsletters, signage copy, CRM templates — and rewrote them under the new name.
• Designed and maintained internal documentation: written SOPs, training guides, and process docs for
non-technical staff to operate independently.
• Acted as the connective tissue between executive leadership, F&B vendors, events team, and
front-of-house — translating requests into shipped operational changes.
• Owned external communications systems: HTML email templates, newsletter layout with CSS overrides,
and brand-voice consistency across every customer-facing channel.

Customer Advocacy Manager, Web Retail July 2015 – 2019
Wingtip · San Francisco, CA

• Managed front-line customer operations for a digital retail channel — primary point of contact for inbound
inquiries, escalations, and customer recovery.
• Built ticketing, response, and escalation workflows that improved resolution speed and customer
satisfaction.
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• Maintained brand voice consistency across all digital retail communications, product copy, and customer
correspondence.

SELECTED PROJECTS

Wingtip → Amador Rebrand — Operations Workstream 2022 – 2026
San Francisco, CA

• Audited every customer-facing communication touchpoint — welcome emails, system emails,
newsletters, signage copy, and CRM templates — and rewrote them under the new brand.
• Coordinated with leadership and design to keep voice and visual identity consistent across email, print,
and on-site materials.

Onboarding Automation — Internal Build 2023
Amador Club

• Designed and shipped a Google Apps Script workflow tied to a single Onboarding sheet: guard clauses for
missing data, installable triggers, a custom 'Amador Onboarding' menu, and an error log sheet for anything
that fails.
• Result: non-technical staff can onboard a new joiner end-to-end with no manual errors; nothing falls
through the cracks.

Folsom Skin — Founder & Operator 2025 – Present
folsomskin.com · San Francisco, CA

• Built and operate Folsom Skin, a queer-centered skincare and beauty education platform — independent
side venture alongside full-time role.
• Own end-to-end: information architecture, content production, brand voice, and customer experience.

Soma Skin SF — Founder & Affiliate Operator 2025 – Present
somaskinsf.com · San Francisco, CA

• Operate Soma Skin SF, an affiliate marketing site in the skincare and beauty category — curation, content,
and partner program management.
• Manage affiliate partner relationships, content cadence, and SEO-driven product editorial; track
conversion and revenue performance per partner.

TOOLS & SYSTEMS

PeopleVine CRM  ·  Google Workspace (Gmail, Sheets, Docs, Drive)  ·  Google Apps Script  ·  HTML email &
inline CSS  ·  Microsoft 365 / Outlook  ·  Basic SQL / data exports

EDUCATION

High School Graduate


