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 Aadil 



IT PROJECT COORDINATOR


PROFESSIONAL EXPERIENCE



QUALIFICATION


SKILLS



PROJECT COORDINATOR – New Delhi 


IT


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


Duties:


Worked in coordination with the project administrator and managers to complete the projects – Served as a point of contact from project initiation to completion.


 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.


Use of Management tools like Jira, Ms Visio and personalized tools Project-done.


Preparing of meeting minutes & follow-up on meeting resolutions.


Preparation of Project documents and required documents. 





PROJECT COORDINATOR – Noida 


IT


Assisting project managers to maintain and manage projects. Overseeing and coordination project work, reporting project status. 


�Duties:


Conducted project meetings, defined project objectives and scope, risk, and managed detailed project schedules using PM tools along with Project Manager.


Assisting PM in their day to day duties.


Maintained productive working relationships with project owners, business functions, internal teams, and other stakeholders.


Managed the overall defined process throughout the project life cycle.


Creating and updating project communication run smoothly.


    Update/maintain team calendar on project workspaces.








Bachelor of Technology (Computer Science & Engg.) - Faridabad 


CGPA: 6.1
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Manav Rachna International University


2010-14
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An experienced team leader with the ability to initiate/manage cross- functional teams and multi-disciplinary projects.


Critical thinking, decision-making and problem solving skills.


Planning and organizing.


Conflict resolution.


Relationship building skill.


Resource Management.


Scheduling.


Time Management.


Understanding team dynamics and encouraging good relationships.


Delegating Effectively


Managing discipline and dealing with conflicts.


Planning, Making decisions and Problem solving.


Communication Skills


Team coordinating.


Risk Management.


Quality Management, etc.





Management Skills
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Technical Skills

















�





Html, Html5, Css, Css3, Bootstrap.


Open Source: Wordpress, Prestashop, Magento, Weebly.


Adobe Photoshop (UI Design), Illustrator (basic).








OpenSUM Technology 


Pvt. Ltd. 


July-14 /  Sept-15
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Language Skills	





English, Hindi, Urdu











