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PERSONAL SUMMARY
An intelligent, qualified and keen applicant, who would like to begin her career in project management by working for a company that encourages college and university graduates to apply for their vacancies. Maxine has the personality, character, discipline and skill sets needed to make a success of any Entry Level Project Management position. Although she is a recent graduate, she does have some limited 'real world' experience of Project Management and feels she can quickly develop in any role where she is working alongside more experienced Project Managers. She possess comprehensive understanding of the duties carried out but a Project Manager and is confident of her ability to be able to lead small projects.

CAREER HISTORY
Entry Level Project Manager - Start Date - Present
Employers name - Location
Responsible for helping to manage the day-to-day operational aspects of a project.
Duties;
· Supporting senior managers in the delivery of project objectives.
· Working as part of a multi-disciplined team.
· Defining the project scope.
· Planning, tracking and reporting on project performance.
· Preparing the agenda for meetings.
· Managing project risks.
· Ensuring that project documents are complete, current and appropriately stored.
· Attending weekly project meetings.
· Providing metrics to senior managers.
· Writing up high quality reports.
· Double checking any calculations for project costs.

JOB TITLE - Start Date - End Date
Employers name - Location
JOB TITLE - Start Date - End Date
Employers name - Location


[bookmark: _GoBack]KEY SKILLS AND COMPETENCIES
Project Management
· Knowledge of project management principles and Agile development methodologies.
· Able to work as part of a cross functional team.
· Effective planning & prioritisation skills.
· Committed to driving a strategy of continuous business improvement.
· Ensuring the accuracy of all data.
· Paying close attention to details.
· Working with web based technologies.
· Can work with a minimum amount of supervision.
· Exceptional time management and organisational skills.

Personal
· Willing to work in a temporary or short term contract position.
· In search of a challenging and competitive career.
· Ability to think analytically and independently.
· Having no problem taking advice and direction from more experienced colleagues.
· Eager to learn and better herself.

AREAS OF EXPERTISE
Progress Status Reporting
Project Management Meetings
Managing risks
Resolving issues
Initiating corrective action

ACADEMIC QUALIFICATIONS
University name   -  Degree details              Study Dates
College name      -  Qualifications                Study Dates
School name       -  Subjects / Grades          Study Dates

