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	Project Coordinator
Strategic Planning Skills| Leadership Qualities | Computer Savvy
Organized | Motivated
	
	

	
	
	

	Experienced project coordinator seeks a position to head company programs and effectively lead project teams. Strong communication and planning skills. Knowledgeable in common business software. An enthusiastic and organized team leader.
	
	

	
	
	

	CORE KNOWLEDGE AND SKILLS
	
	

	· Motivate project teams

· Develop programs

· Financial management

· Team leadership

· Problem solving
	· Time management

· Risk assessment

· Computer skills

· Conflict resolution

· Create project reports
	

	
	
	

	PROFESSIONAL EXPERIENCE
	
	

	Senior Project Coordinator, Production Department
DennisCo Manufacturing
	2010-Present

	Oversee assembly line, identify ways to increase production, and evaluate potential risks. Work in conjunction with other departments in order to ensure the health and safety of all company employees. Act as a single point of contact for production team. Mentor associates and assure that the daily output quota is met. Communicate project ideas, employee evaluation reports, and any concerns to company board of directors.
	

	· Assess any potential risks.

· Act as a bridge between employees and upper management.

· Meet project deadlines.

· Compile reports and correspondence.

· Dispatch maintenance when necessary.

· Develop project plans.

· Address employee concerns and conduct investigations when required.

· Lead production team.
	

	Project Coordinator
BLK Distributions
	2008-2010
	

	· Single point of contact for the distribution team.

· Mentored new distribution department associates.

· Maintained department records and compiled reports.

· Developed innovative methods to increase productivity.

· Communicated effectively with clients and other company departments.

· Worked with team members to resolve department specific issues.
	

	Project Coordinator
Perry Manufacturing
	2004-2008

	Worked directly with the marketing department to organize promotional campaigns and increase sales revenue. Addressed customer concerns and worked to improve client satisfaction rates. Designed promotional programs to attract new clients and strengthen bonds with existing customers.
	

	· Communicated with clients and marketing department management.

· Developed customer satisfaction surveys and reported results to marketing.

· Assisted in creating advertisements and other promotions.

· Wrote company sponsored email correspondences.

· Recorded client information into system database.

· Assessed risks associated with new product lines.
	

	
	

	EDUCATION AND PROFESSIONAL DEVELOPMENT
	

	Michigan State University, Bachelor of Arts, Business Management
George Harrison High School, High School Diploma
	


