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Proin gravida nibh vel velit auctor aliquet. Proin gravida nibh vel velit auctor aliquet. Aenean sollicitudin,
lorem quis bibendum auctor, nisi elit consequat ipsum, nec sagittis sem nibh id elit. Duis sed odio sit
amet nibh ipsum.

Junior Project Coordinator - Company / Location
MONTH YEAR - Present

e Assisted with the forward movement of projects by working closely with the senior project
coordinator.

e Oversaw project assistants to ensure they stayed current on all project milestones and
documentation.

e Monitored various project activities to ensure quality assurance and that things were progressing on
schedule.

e  Built and maintained relationships with everyone involved in the project, from clients to all
employees, to ensure proper communication and that everyone works well together.

Project Assistant - Company / Location

MONTH YEAR — MONTH YEAR

e Scheduled meetings between project coordinators, managers, and others involved in the project to
ensure goals, timelines, and satisfaction were being met.

e Documented project progress before entering it into Microsoft Excel and other project management
software.

e Communicated directly with clients on behalf of the project coordinators.

e Collaborated with project coordinators on ideas based on project progress and reports.

Project Experience

e Website Redesign: Collaborated with the web design team and other project coordinators to
redesign a website for a client. After the completion of the project, the client saw an increase in
website traffic by 50% and, therefore, an increase in sales.

Master’s Degree in Project Management - University of Alabama

MONTH YEAR

e GPA:3.6

e AWARD

e AWARD

Bachelor’s Degree in Business Administration - University of Alabama
MONTH YEAR

e GPA:LIST

e AWARD

e AWARD

Expertise

e  Project management software
Collaboration and teamwork

Excellent written and verbal communication
Great attention to detail

Documentation and reporting

Licenses & Accreditations

e Sigma Six Green Belt (pursuing Sigma Six Black belt)

e Project Management Professional (PMP)
e Certified Associate in Project Management (CAPM)


https://www.sixsigmaonline.org/lean-six-sigma-black-belt-certification/?gclid=CjwKCAjwpayjBhAnEiwA-7ena_NHmw6GcZCmLHG1IGmH0CrlzOmBJbdWBLn7ymcocz4-XfO9ASUdbRoCCUUQAvD_BwE

