Finance Project Coordinator Resume
Celia Smith
45 Locke Street
Hamilton, ON
123-456-789 | celiasmith@mail.com
Work Experience

· Work closely with project manager planning projects and preparing documents

· Prepare financial and progress reports and communicate information about these to relevant staff

· Communicate requirements to relevant departments and employees to keep progress on track
· Created PowerPoint presentations for project meetings

· Created monthly progress reports and communicated results to appropriate staff

· Performed general office support and administrative tasks as requested, including answering and directing phone calls
· Kept and maintained project files

· Monitored project tracking systems

· Performed general office support and administrative tasks as requested

Education
Additional Skills & Interest

· Expert project management skills

· Proficient in Microsoft Office – Excel, Word, PowerPoint

· Excellent written and oral communication skills

· Excellent time management and organization skills

· Strong research skills

2013 - Present�Hamilton, ON





Project Coordinator | Hamilton Construction Services





2011 - 2013�Hamilton, ON





Project Assistant | Hamilton Construction Services





2009 - 2011�Hamilton, ON





Project Assistant | Hughes & Pang





2004 - 2008�Hamilton, ON





McMaster University�Bachelor of Civil Engineering








