Brenda Wheeler 
Project Coordinator 

23 Anywhere Street, New York City, 100170
M: (777)-555-5555; E: brendawheeler@casual.pm
	Objective
	To obtain the position of Project Coordinator with ACME Inc. where I can apply my 5 years of experience in project management and make a significant contribution in organizing and controlling ACME’s project activities. 


	Summary
	Project coordinator with 5+ years of experience with small businesses and sales divisions. Experienced in planning, resource and documentation management.  Known for being responsible, organized and stress-resistant.   


	Experience
	Sales Department of Distribution Company – NYC

PROJECT COORDINATOR                     June 2011 – Present 

Coordinated various executive projects including marketing campaigns, facility relocation and employee acquisition and training.


Duties:

· Report to Head of Sales Department on project status, progress, budget, as well as on team members performance and procurement status

· Analyze project requests from management to identify project goals and objectives

· Work with resource manager/departments heads to acquire project team 

· Create, schedule and assign tasks

· Work with team to make sure that project is on track, to remove impediments, provide resources and data needed

· Communicate to all project stakeholders on project progress and risks, collect feedback

· Managed deliverables, resource calendars, and expense reports.

Small Business Consulting Company – Boston

PROJECT COORDINATOR        July 2010 – April 2011 

Assisting Project Managers in their daily routine of running projects. Overseeing and coordination project work, reporting project status. 


Duties:

· Assisting Project Managers in their day to day duties.

· Assigning tasks and coordinating project work.

· Tracking, analyzing and reporting project status

· Creating and updating project documentation

· Ensuring that project communications run smoothly, keeping key stakeholders and decision makers engaged

· Involved in project management under PM from initiation to closure.



	Education
	Project Management Bachelor Degree
Atlanta University 2007 – 2010


	Skills
	· Self-motivated 

· Adaptive to change

· Stress-resistant

· Exceptional communication skills

· Analytical thinking

· Able to think outside of the box



	References
	Available upon request.
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