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Professional Summary
Associate Project Manager with 8+ years of experience, highly effective at contributing to project success with exceptional administrative skills. Talented problem solver and organizer looking to transition to a position where I can use my skills in project management.
Education
Master of Business Administration				May 2015
Prestige Institute of Management 				Marks 60%
and Research,							Division 1
Indore (M.P.)
B.com(Economics)						July 2013
Renaissance College of					Marks 68%
Commerce & Management					Division 1
Indore (M.P.)
Work Experience
RWS Group India Pvt. Ltd. Mumbai, Maharashtra
Associate Project Manager							June 2015 to Present
· Keeping projects on schedule by managing deadlines and adjusting work flows as needed.
· Effective verbal/written communications with internal team members, vendors, agencies and freelancers to keep projects on schedule.
· Maintaining project schedules by managing timelines and making proactive adjustments.
· Supervising multiple projects from start through delivery by prioritizing needs and delegating assignments.
· Transitioning projects from estimation and pre-construction phase to well-defined project execution plan.
· Track all hours and expenses to keep project within budgetary parameters.
· Delivery of projects to client’s expectations achieving targeted levels of profitability
· Production of project schedules and updating and maintenance where required.
· Close financial monitoring and control of projects through budgets, invoicing and change orders
· Project planning and implementing the best methodology and process.
· Risk assessment and strategic planning of activities to minimize potential issues.
· Accurate filing and archiving of all projects related materials
· Monitoring and mentoring of any assigned Project to coordinators/Associates
· Identification of project/process improvement opportunities and escalating to Program Manager
· Holding regular project meetings, documenting these and distributing minutes/actions to the team.
· Development and preparation of process documents where required.

Personal Skills
· Project Management
· Excellent written and verbal communication skills
· Process implementation
· Excellent email and telephone etiquettes
· Talented Problem Solver

Technical Skills
· Trados studio
· Memsource
· Crowdin
· Smartling
· X-bench
· Amara
· CaptionHub
· MS office

Languages
· English
· Hindi
· Punjabi
Personal Interests
	· Playing Cricket

	· Gymnasium



Personal Details
Father’s Name:	Lt. Mr. Kundan Singh			Marital Status:	Single
Birthday:	December 05, 1992			Nationality:	Indian
Gender:	Male
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