Vaishali Patel
Experience Summary Highly experienced and dedicated Project Coordinator of experience. Strong communication and team-handling skills. Proven ability to coordinate projects effectively and ensure timely completion. Excellent interpersonal skills with the ability to work collaboratively in a team environment. A quick learner with a passion for taking up new challenges and delivering exceptional results.
Work Experience Project Coordinator, Eccellente Service Company, [October 2022 –  August 2024 – REMOTE WORK]
· Coordinated multiple translation and localization language projects, ensuring adherence to timelines, objectives, and client expectations.
· Effectively managed team coordination and delegated tasks to achieve key project milestones.
· Facilitated clear communication between stakeholders, ensuring a smooth workflow throughout the project lifecycle.
· Implemented efficient project management methodologies to improve overall productivity and project outcomes.
· Provided support to the team in meeting their targets and goals.
· Recruited new team members and provided training to enhance team performance.
· Brief knowledge of the LOFT 2.0 portal, focusing on production and QA.
· Worked on various projects including sampling, video categorization, natural pause, and IT-related initiatives.
· Conducted daily quality analysis to maintain high standards and ensure project success.
· Tracked and recorded all project-related data in Excel for accurate reporting and monitoring.
· Negotiated with vendors and resources to optimize project efficiency and project outcomes.
· Led projects from initiation to completion, overseeing scope, resource allocation, and risk management.
· Communicated with clients through Wati for seamless collaboration and managed client expectations.
· Coordinated with teams via Slack for the selection of new employees
· Monitored project budgets and timelines, ensuring strict quality control.
· Provided regular updates to clients and internal teams to maintain transparency.
· Oversaw annotation processes to ensure adherence to quality standards and identify areas for process improvement.



Human Resource Executive Intern, Tophawks Marketing Solution Company, Noida, Uttar Pradesh [April 2022 - June 2022 – REMOTE WORK]
· Worked for Byju's Company under TopHawks Company, shortlisting 8-10 candidates daily.
· Contacted job applicants to inform them of their application status.
· Utilized various sources to search for qualified job candidates.
· Provided job applicants with details such as duties, responsibilities, compensation, benefits, and promotion opportunities.
· Analysed employment-related data and prepared reports.
· Reviewed employment applications and matched them with job requirements.
· Developed and implemented recruiting strategies to meet staffing needs.
· Conducted new employee orientations.
· Qualified job applicants and made hiring recommendations to team leaders.
· Administered employee benefits plans.

Skills:
· Project Management 
· Communication Skill
· Team Leadership
· Client Relations
· Problem Solving
· Team Work
· Ability to learn new things
· Time Management
· Quality Assurance
· Technical Skills
· Convincing Skills
· Negotiating Skills
· Data Entry
· Workflow Understanding
· Technical Tools
· Translation Quality

Certifications:
CCC Course (Microsoft Excel, Microsoft Word)
Internship [Human Resource Executive]
Academic History:
Bachelor of Commerce (B.Com), Allahabad State University, Allahabad Year of   Graduation:2021[Pass]
Contact Details:
Phone: +91-6392944348
Email: vaishalipatel93057@gmail.com
Current Location: Fatehpur District, Uttar Pradesh








