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SKILLS

EDUCATION

BACHELOR OF SCIENCE IN INFORMATION

TECHNOLOGY, UNIVERSITY OF FLORIDA,

2021

LANGUAGE

ACHIEVEMENTS

project management•

data analysis•

communication•

software proficiency•

team collaboration•

process improvement•

English•

Spanish•

German•

Successfully contributed to the
completion of a major project ahead of

schedule.

•

Recognized for outstanding attention to
detail in data management tasks.

•

Improved project tracking efficiency by

20% through the implementation of new
tools.

•

Michael Anderson
PROJECT  ASS I STANT

Analytical Junior Business Analyst with extensive experience in technology-

driven solutions and project management. This individual excels in

synthesizing complex information to provide comprehensive insights that

enhance project outcomes. Proficient in utilizing project management

methodologies to streamline processes and ensure timely delivery of project

milestones. Demonstrates exceptional communication skills, fostering

collaboration among diverse teams to achieve common objectives.

EXPERIENCE

PROJECT ASSISTANT

Tech Project Management Inc.

2016 - Present

Assisted in the planning and execution of technology projects.

Collaborated with project managers to track project progress and

deliverables.

Utilized project management software to monitor project timelines and

budgets.

Facilitated communication between stakeholders to ensure project

alignment.

Prepared project documentation and status reports for management review.

Conducted post-project evaluations to identify areas for improvement.

DATA ENTRY SPECIALIST

Data Management Corp.

2014 - 2016

Managed data entry processes to ensure accuracy and efficiency.

Utilized database management systems to maintain data integrity.

Assisted in data analysis projects to support business decision-making.

Collaborated with IT teams to enhance data management processes.

Documented data management procedures for training purposes.

Participated in quality assurance reviews to ensure data accuracy.


