Martin Julian
16, Bentley Street
Tucson, AZ 69914
Phone: 366 - 010 - xxxx
Email: martinjulian@example.com
Career Objective:
Looking for an assistant project coordinator position with “Mapple Technologies” to support and handle project activities as per clients' expectations and guidelines provided by the management.
Summary of Skills:
· Proficiency in project and time management
· Excellent organizational and managerial skills
· Ability to communicate articulately and professionally
· Skilled at maintaining confidentiality of organizational data
· Efficient in drafting detailed project reports and work analysis reports
· Sound analytical, judgment and problem-solving skills
· Superior multi-tasking and coordination abilities
Work Experience:
Assistant Project Coordinator
Genius IT Solutions, Tucson, AZ
October 2014 - Present
· Support project development teams in achieving qualitative and quantitative targets as per the schedule
· Coordinate with suppliers and maintain sufficient stock of inventory
· Predict any uncertainties and shortcomings in future that may affect projects
· Conduct weekly meetings to discuss project progress, difficulties and fresh requirements
· Ensure compliance with legal and contractual team and conditions
· Oversee marketing and promotion functions of projects
Assistant Project Coordinator
GenTech IT Solutions, Tucson, AZ
October 2013 - September 2014
· Studied project plans and drafted schedules with consensus of clients and project manager
· Set deadlines for completing each stage of projects and ensured team abide by rules and regulations
· Set individual targets and alloted responsibilities to each team member
· Evaluated project work regularly and checked its compliance with set plans
· Performed root cause analysis and found reasons for delays and errors
· Kept track of expenses made on projects and prepared monthly accounting reports
Education:
· Bachelor's Degree in Computer Science
Tucson University, Tucson, AZ
2012
Reference:
On request

