Jane Doe

Email: jane.doe @example.com
Phone: +44 7700 900123
Location: London, United Kingdom

LinkediIn: linkedin.com/in/janedoe

Professional Summary

Motivated and detail-oriented professional with experience in project coordination, communication,
research support, and administration. Skilled at working with teams, organizing tasks, and delivering
high-quality results on time.

Work Experience

Project Coordinator

ABC Solutions | 2022 - Present
1. Coordinated daily project activities and tracked deadlines across multiple teams.
2. Prepared reports, schedules, presentations, and meeting documentation.

3. Communicated with clients and internal stakeholders to support timely delivery.

Administrative Assistant
XYZ Services | 2019 - 2022
1. Managed calendars, appointments, correspondence, and office records.
2. Supported senior staff with data entry, document preparation, and event planning.

3. Improved filing and communication processes to increase efficiency.

Education

Master of Science (MSc) in Project Management
University College London | 2020 - 2021

Bachelor of Science (BSc) in Business Management
The University of Manchester | 2015 - 2018

Skills

 Communication
» Team Collaboration

» Research and Reporting



https://www.linkedin.com/
https://www.ucl.ac.uk/
https://www.manchester.ac.uk/

* Microsoft Office
 Time Management

* Problem Solving

Certifications

* Certified Project Support Specialist

» Office Administration Certificate

References

Name Position Company Email Phone

Michael Brown Senior Manager ABC Solutions michael.brown@ +44 7700
example.com 900123

Sarah Wilson Operations Lead | XYZ Services sarah.wilson@ex | +44 7700
ample.com 900456

David Clark Professor University of david.clark@exa +44 7700
Example mple.com 900789
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