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	Objectives
Looking for a position as a Project Coordinator in a developed and well organized organization where all my skills and abilities will be utilized and I will get a chance to get my skills enlighten my skills and earn more experience in this field.

Summary of Qualifications
· Have an experience of more than 6 years in dealing with project related activities

· Completed all assigned tasks well before the end time

· Provided assistance to seniors and also coordinated with subordinates in professional attitude

· Expert in making quick and sudden decisions and many times I gave suggestions which were appraised later

· Also took part in some sort of managerial duties as well

· Met with client to determine scope of project and analyze current systems and procedures.

· Assigned programming tasks to team members and set milestones to monitor progress.

· Set up prototype development system to support program testing and migration of client data.

· Maintained constant communication with project team manager to report progress, identify issues, and allocate resources.

· Completed database implementation project on time and under budget.

Relevant Experience

Project Coordinator
· Established procedures, and directed testing, operation, maintenance, and repair of transmitter equipment

· Planned and directed oil field development, gas and oil production, and geothermal drilling

· Scheduled, directed, and assigned duties to engineers, technicians, researchers, and other staff

· Prepared and administered budget, approved and reviewed expenditures, and prepared financial reports

· Conferred with scientists, engineers, regulators, and others to plan and review projects, and to provide technical assistance

· Advised and assisted in obtaining patents and other legal requirements

· Coordinated successive phases of problem analysis, solution proposals, and testing

· Planned and directed research, development, and production activities of chemical plant

· Reviewed project activities, and prepared and reviewed research, testing, and operational reports

· Conferred with and prepared reports for officials and spoke to public to solicit support

· Administered highway planning, construction, and maintenance, and reviewed and recommended and approved contracts and cost estimates

· Planned and directed installation, maintenance, testing, and repair of facilities and equipment

· Directed, reviewed, and approved product design and changes, and directed testing

· Evaluated contract proposals, directed negotiation of research contracts, and prepared bids and contracts

Assistant Project Coordinator
· Assisted Project Manager in day to day duties of project's administration.

· Worked closely under the guidance of project coordinator and project manager

· Conducted research and gave suggestions in solving different problems and interferences as well as errors and omissions

· Prepared drawings and sketches to support construction work

· Coordinated periodic job related activities

· Obtained quotations for notices

· Maintained up to date purchase and sales logs

· Assisted in preparing grant proposals

· Received, reviewed and coordinated and replied to the inquiries related to program

· Assisted in coordinating program staffs data for accountability and to measure performances

· Performed other related duties and responsibilities as required

Employment History
· Project Coordinator
2007 to Present

Malls Inc
North Carolina, USA

· Assistant Project Coordinator
2004 to 2007

EMK Inc
North Carolina, USA

Educational Background
Bachelor of Commerce
2004

International University of USA
North Carolina, USA

Relevant Skills
· Outstanding Communication Skills

· Organizing & Managing Skills

· Planning & Decision Making

· Problem Solving Skills

· Knowledge of Office Equipment (Copier/Fax)

· High Volume Schedule Maintenance

· Research and Reporting

· Basic Computer Maintenance

· Efficiency Improvements

References
Available upon request
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