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Summary
Highly motivated employee with desire to take on new challenges. Strong worth ethic, adaptability and exceptional interpersonal skills. Adept at working effectively unsupervised and quickly mastering new skills. Skilled at communicating with colleagues, monitoring status and achieving key milestones.
Experience
June 2023- July 2024
Project Coordinator
Coral Knowledge Services | Pitampura, Delhi
· Provided administrative support for localization projects, handling tasks for 10+ projects simultaneously.
· Tracked hours and expenses to keep project on task and within budgetary parameters
· Gained strong leadership skills by managing projects from start to finish
· Coordinated with a team of 20-30 members and multiple external resources to streamline project workflows.
· Tracked project and team member performance closely to quickly intervene in mistakes or delays
· Maintained database and spreadsheets accurately
· Played an active role in brainstorming sessions held for the purpose of generating innovative ideas/solutions which could potentially be incorporated into existing/new projects being undertaken by the company
· Communicated with vendors to track project progress, achieving a 90% on-time delivery rate.
· Collaborated with internal team to resolve localization issues, reducing error rates by 25%.
· Kept projects on schedule by managing deadlines and adjusting workflows
· Developed comprehensive project plans, outlining scopes, timelines, deliverables, and milestones
· Managed competing demands and professionally adapted to frequent change, delays and unexpected events
· Analyzed project performance data to identify areas of improvement
· Self-motivated, with a strong sense of personal responsibility
· Organized and detail-oriented with a strong work ethic
· Proved successful working within tight deadlines and a fast-paced environment.

August 2024- Present
Associate Analyst (On-Site Google)
Vaco binary semantics LLP | Gurugram

· Ensure that the pricing information displayed for hotels in Google ads is accurate and up-to-date.
· Analyzed large sets of data related to hotel pricing and performance metrics.
· Consistently maintained a 99% quality metric in my role over the past five months.
· Prepared regular reports summarizing key metrics and findings related to hotel pricing accuracy.
· Participated in initiatives to improve processes and tools used for monitoring and managing hotel pricing.
Skills
	· Project Management
	· Multitasking
	· Strategic planning

	· Leadership
	· Effective Time management
	· Spreadsheet tracking

	· Cost management
	· Budgeting and forecasting
	· Outlook

	· Excel
	· Coordination
	· Attention to Detail

	· Word 
	· Teamwork
	· Decision Making

	· Organizational Skills
	· Resource management
	· Schedule oversight



Education
May 2023
Bachelors degree in commerce | Delhi University, Delhi
