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CHARLOTTE HARRIS
Assistant Project Intern

support@qwikresume.com

(123) 456 7899

Los Angeles

www.qwikresume.com

SKILLS

7

Cross-Functional Collaboration

10

Project Documentation

7

Time Management

10

Communication Skills

10

Team Collaboration

INTERESTS
 Art  Music

 Podcasts  Woodworking

STRENGTHS

 Originality  Teamwork

 Integrity  Stewardship

LANGUAGES

English Polish German

ACHIEVEMENTS
Successfully coordinated a project

that improved team efficiency by

20% through enhanced

communication protocols.

Developed a project tracking system

that reduced project delays by 15%

and improved deadline adherence.

PROFESSIONAL SUMMARY
Dynamic Assistant Project Intern with strong analytical skills and a passion

for project management, successfully assisting in the execution of multiple

projects while ensuring adherence to timelines and quality standards.

WORK EXPERIENCE
 May / 2022-Ongoing



Assistant Project Intern

WidgetWorks Inc. Denver, CO

1. Coordinated project schedules and timelines, ensuring alignment with

organizational objectives.

2. Facilitated communication between cross-functional teams, enhancing

collaboration and project transparency.

3. Assisted in resource allocation and budgeting, optimizing project delivery

processes.

4. Developed and maintained comprehensive project documentation to

support stakeholder engagement.

5. Monitored project progress and reported on performance metrics to

senior management.

6. Conducted risk assessments to identify potential project obstacles and

propose solutions.

7. Supported the preparation of project presentations and reports for

stakeholders.

 May / 2020-May / 2022



Project Intern

Crescent Moon Design Portland, OR

1. Implemented a project tracking tool that improved visibility of project

milestones and deadlines.

2. Collaborated with team members to gather and analyze project data for

informed decision-making.

3. Assisted project engineers in drafting project plans and safety

documentation.

4. Generated daily project status reports to keep stakeholders informed of

progress.

5. Conducted stakeholder interviews to gather feedback and improve

project strategies.

6. Participated in team meetings to discuss project updates and address

challenges.

EDUCATION
 May / 2018-May / 2020



Bachelor of Science in Project Management

University of California Seattle, WA

Focused on project planning, execution, and stakeholder management,

with hands-on experience through internships.
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