Sample Resume for Education Coordinator

 
Amanda Bullard
43 Panini Drive, Henderson, NV 99000
(202) 999-9999, Email
OBJECTIVE: Looking for an Education Coordinator position at Norton Sound Health Corporation utilizing knowledge of adult learning techniques in order to orchestrate smooth flow of educational procedures within the environment
PROFESSIONAL QUALIFICATIONS
• Six years of functional experience working as an Education Coordinator
• Highly skilled in maintaining higher education an employee scholarship programs
• Hands on experience in coordinating training sessions based on need determined by management
• In depth knowledge of coordinating on-the-job training opportunities and developing relevant curriculum
KEY ACHIEVEMENTS
• Introduced an automated records system that works with credentials to monitor individual education requirements
• Devised and implemented an interactive curriculum incorporating pertinent data in order to manage training sessions effectively
EMPLOYMENT HISTORY
Donton Healthcare, Henderson, NV
Education Coordinator, January 2004 – Present
• Develop and implement training curriculum
• Manage application and scholarship procedures
• Coordinate training sessions and review annual appraisals
• Coordinate on-job training opportunities and orientation programs
• Monitor and record credentialing requirements
• Act as a liaison between community services and the company
EDUCATIONAL BACKGROUND
Bachelors in Organizational Development – 2004
OTHER SKILLS AND STRENGTHS
• First-rate organizational and communication skills
• Exceptional ability to work in a fast paced environment
• Proven ability to multitask and build rapport with a diversity of people
• Excellent people skills
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