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Prashant Chavan

Pune, India
+919767461147 - prashant.chavan619@gmail.com

Summary

I have a Bachelor of Business Administration degree from Suryadutta college of commerce. | have previously
worked as a project coordinator at TransPerfect Solutions Pune and also as a Project coordinator for Crystal
Hues Ltd.

As a project coordinator, | was responsible for the entire lifecycle of localization projects, from scope definition
and vendor selection to final delivery and client salisfaction. | work closely with clients to understand their needs
and ensure smooth project execution. | coordinate with intemal teams and external vendors to meet deadlines
and quality standards. | also plan and monitor project budgets, maintain comprehensive project documentation
and reporting, idenify and implement process improvements, resolve project issues and escalations, and build
and maintain strong relationships with clients and stakeholders. | have developed strong skills in interpersonal
communication, business process management, and project risk assessment and mitigation. | am passionate
about delivering exceplional results and exceeding client expectations. | enjoy working in a dynamic and
collaborative environment, where | can leam from and contribute to the success of my team and organization.

Experience

Project Co-ordinator
January 2024 to March 2024
Crystal Hues Itd. - India
+ Manage the entire lifecycle of localization projects, from scope definition and vendor selection to final
delivery and client salisfaction.
« Work closely with cients to understand their needs and ensure smooth project execution.
« Coordinate with intemal teams (linguists, engineers, testers) and external vendors to meet deadlines and
quality standards.
« Plan and monitor project budgets, ensuring cost-effectiveness while delivering exceptional resuts.
« Maintain comprehensive project documentation and reporting.
« Identify and implement process improvements to optimize workflow and efficiency.
« Resolve project issues and escalations promptly and effectively.
« Build and maintain strong relationships with clients and internal stakeholders.
« Designed, planned, crealed, implemented and monitored all aspects of the project.

Project Coordinator
July 2021 to January 2023
TransPerfect Solutions Pvt Ltd. - Pune
« Supporting Account Managers for Project Analyzing, Planning, Executing, Monitoring & Controlling.
« Coordinating all the project phases and efficiently predict the life span of all the stages of the project.
« Establishing and maintaining excellent relationship with contract vendors globally.
+ Negatiating with the deadlines and rates with vendors.
« Effective utilization of resources to meet targets and timely delivering projects.
« Evaluated project risks and problems and provided recommendations for mitigation.
+ Organised invoices, conracts and other financial reports for easy access.
« Performed billing, bookkeeping and other project management administrative tasks to help keep projects
on schedule and within budget.

Skills
+ Delegating budgets « Organisational Skills
+ Budgeting « Communication Skills
« Teamwork « Project Management
Education

Bachelors of Business Administration
Suryadatta College of Commerce




