. CONTACT

X, (555) 234-5678

michael.anderson@email.com

Q@ San Francisco, CA

© EDUCATION

Bachelor of Science in Civil
Engineering

Technical University

2016

* SKILLS

* Project Coordination

« Construction Management
Risk Management
Communication
Quality Control

Budget Management

% LANGUAGES

* English
e Spanish

e French

MICHAEL
ANDERSON

Construction Project Coordinator

Enthusiastic Civil Engineering Analyst with 4 years of experience in construction
management and project coordination. Adept at overseeing construction projects from
inception to completion, ensuring adherence to schedules, budgets, and quality
standards. Strong organizational skills paired with a proactive approach to problem-
solving and risk management. Excellent communication abilities facilitate collaboration
with contractors, clients, and project stakeholders.

@ WORK EXPERIENCE

Construction Project Coordinator 2020-2023

BuildRight Construction

« Coordinated project schedules and budgets to ensure timely delivery.

« Managed communication between clients and subcontractors.

» Conducted site inspections to monitor compliance with safety regulations.
» Utilized project management software to track progress and issues.
 Facilitated weekly meetings to discuss project updates and challenges.

o Prepared documentation for project closeout and client handover.

Assistant Project Manager 2019-2020

Prime Contractors

o Assisted in managing construction projects from planning to execution.
« Supported budget management and cost estimation processes.

o Collaborated with engineering teams to review design documents.

Monitored project timelines and reported on progress to stakeholders.

Conducted quality control inspections to ensure compliance with standards.

Engaged with suppliers to procure materials and equipment.

% ACHIEVEMENTS

o Successfully delivered a high-profile project on time and under budget.

« Implemented a project tracking system that improved communication efficiency.

» Recognized for leadership in coordinating a complex multi-site project.



