
MICHAEL
ANDERSON
Project Coordinator

Strategic Project Coordinator with a comprehensive background in commercial construction and contract administration.

Expertise in managing complex projects that require meticulous attention to detail and robust negotiation skills. Proven ability to

oversee contract compliance and ensure alignment with client expectations. Skilled in budget management, risk assessment, and

stakeholder engagement, with a focus on achieving project milestones.

WORK EXPERIENCE

Project Coordinator | Commercial Builders Group Jan 2022 – Present

Project Assistant | Urban Development Corp. Jul 2019 – Dec 2021

SKILLS

Contract Administration Project Management Budgeting Risk Assessment Stakeholder Engagement

Communication

EDUCATION

Bachelor of Science in Construction Management

National University

2018

ACHIEVEMENTS

LANGUAGES

English Spanish French

San Francisco, CA•

(555) 234-5678•

michael.anderson@email.com•

Managed commercial construction projects with budgets exceeding $25 million.•

Oversaw contract negotiations and compliance with legal requirements.•

Coordinated with architects and engineers to ensure project specifications were met.•

Developed and maintained project schedules and budgets to ensure efficiency.•

Facilitated communication between clients, contractors, and stakeholders.•

Conducted regular project reviews to assess progress and address challenges.•

Assisted in the administration of commercial construction contracts.•

Supported project managers in scheduling and resource allocation.•

Maintained project documentation and ensured compliance with regulations.•

Conducted research on industry best practices and compliance standards.•

Participated in project meetings to update stakeholders on progress.•

Helped resolve contract-related issues through effective communication.•

Successfully negotiated contracts that saved the company 15% in project costs.•

Recognized for outstanding project delivery on a $10 million commercial project.•

Improved stakeholder communication processes by implementing new reporting tools.•


