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PROJECT COORDINATOR
■ Overview
Expert project coordinator with a great deal of experience and excellent knowledge of business requirements and project handling.
Key skills, core competencies and strengths are as follows:
· Documentation skills for documenting project schedules, responsibilities and progress.
· Coordination skills with which to develop cordial relationships with other supervisors and complete projects.
· Familiar with book-keeping software and basic accounting.
· Knowledge of construction equipment and techniques.
· Multi-tasking: Able to handle more than one project simultaneously.
Objective Statement – Seeking a challenging position in a reputed firm to use and improve my skills in planning, analyzing and project coordination.
■ Work Experience
B Construction Services          Seattle, WA      2005 – Present
Project Coordinator
Key Functions:
· Worked in coordination with the project administrator and managers to complete the projects – Served as a point of contact from project initiation to completion.
· Worked with project team members, clients and vendors to coordinate activities, provisioning, environment setup, installation, and integration testing.
· Worked under the supervision and guidance of the assistant project manager and superintendent; became proficient in many project strategies from them.
· Allocated resources to various departments and managers as per their needs and requirements.
Project Documentation:
· Analyzed and monitored the project reports to sort out issues in documentation section.
· Maintained and documented reports on a daily basis regarding the projects assigned to various departments; progress, schedule, budgeting and forecasting.
Other Functions:
· Attended annual meetings and summits and presented upcoming projects.
· Coordinated with the project supervisor in additional assignments and small projects.
■ Education and Qualifications
· Master’s Degree in Business Administration.
· Bachelor’s Degree in relative field.
· Bachelor’s Degree in Business Administration

