LIAM ANDERSON

Project Assistant
& support@gwikresume.com & (123) 4567899 9@ Los Angeles

@ www.gwikresume.com

e PROFESSIONAL SUMMARY

Detail-oriented Project Assistant with 5 years of experience in
managing project schedules, coordinating meetings, and
supporting project documentation. Proven ability to enhance
workflow efficiency and facilitate interdepartmental
communication.

9 WORK EXPERIENCE

Project Assistant £ Jan / 2021-Ongoing
Maple Leaf Consulting X Toronto, ON

1. Managed project schedules and deadlines, ensuring timely
completion of tasks and effective calendar coordination.

2. Prepared and drafted comprehensive reports, memos, and
documentation to support project objectives.

3. Edited and proofread project materials, ensuring accuracy
and compliance with standards.

4. Researched and recommended project management tools,
successfully integrating them to enhance workflow efficiency.

5. Conducted thorough project research, utilizing evidence-
based data to support program implementation.

6. Developed an interdepartmental database for employee files,
improving access to information and workflow efficiency.

7. Facilitated interdepartmental training, implementing
resources that increased overall productivity.

Project Assistant £8 Jan /2020-Jan /2021
Summit Peak Industries X Denver, CO

1. Conducted bid analysis for contracts over $100,000,
comparing subcontractor quotes and scopes.

2. Evaluated bid discrepancies, ensuring accuracy in amounts
and quantities.

3. Resolved inconsistencies between project and finance
records, maintaining financial integrity.

4. Compiled subcontractor information, including proposals and
contracts, for comprehensive project documentation.

5. Entered and verified project invoices in the budget database,
ensuring accurate financial tracking.

&) EDUCATION

Bachelor of Arts in Business gy dan/  Jan/
.. . 2019 2020

Administration

University of California X Seattle, WA

Focused on project management and organizational behavior.

Powered by Q Qwikresume



https://qwikresume.com/

