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SUMMARY

Dynamic and results-oriented professional with a passion for leadership and team development. Proven ability to drive projects to 

completion and enhance operational efficiency, aiming for a directorial role to leverage strategic thinking and analytical skills.

EXPERIENCE

Project Coordinator Feb 2021 - Present

Tech Innovators Inc., San Francisco, CA

• Led a cross-functional team of 10 to successfully complete a software development project 3 weeks ahead of schedule, 
resulting in a 15% cost reduction.

• Implemented a new project management tool that improved team collaboration and reduced project cycle time by 25%.

• Developed training materials and conducted workshops to onboard new team members, improving ramp-up time by 30%.

Marketing Assistant Jun 2019 - Jan 2021

Creative Solutions Agency, San Francisco, CA

• Assisted in the execution of a digital marketing campaign that increased client engagement by 40%, leading to a $50,000 
revenue boost.

• Analyzed market trends and competitor strategies to develop actionable insights, contributing to the strategic planning 
process.

• Coordinated events that attracted over 500 participants, enhancing brand visibility and stakeholder engagement.

Intern Jan 2018 - May 2019

Global Enterprises, San Francisco, CA

• Supported project management activities for a major product rollout, which achieved a 20% increase in product adoption 
within the first quarter.

• Conducted research and analysis that provided valuable information for executive decision-making processes.

• Collaborated with senior management to streamline communication processes, reducing response times by 15%.

EDUCATION

Bachelor of Science in Business Administration May 2018

University of California, Berkeley, Berkeley, CA • GPA: 3.7

SKILLS

Technical Skills: Project Management, Data Analysis, Strategic Planning, Agile Methodologies

Tools & Frameworks: Trello, Asana, Google Analytics, Microsoft Office Suite


