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PROFESSIONAL SUMMARY 

Highly organized and adaptable professional with experience coordinating people, processes, and deliverables across 
technology, recruiting, and administrative environments. Strong in communication, organization, task coordination, 
problem-solving, and follow through. Completed formal Project Management training and developed hands on skills 
in project planning, scheduling, reporting, Jira, and AI-enabled productivity tools. Seeking a Project Coordinator role 
supporting teams in efficient project execution and successful outcomes. 

KEY SKILLS 

Core: Project Management, Agile Project Planning, Scoping, Methodologies, Team Management, Client Relationship 
Management, Problem Solving, Troubleshooting,Stakeholder Communication,Collaboration 
Technical: Jira, Google Sheets, Microsoft Project 
AI Tools : ChatGPT, claude, gemini,N8N, Zapier 

SELF INITIATED PORTFOLIO PROJECTS | 2025-present 

•​ Completed Grand Valley State University Project Management course with hands on practice in project 
planning, scheduling, WBS, Gantt charts, RACI, RAID logs, and Jira project tracking. 

•​ AI Project Report Assistant: Built an AI workflow converting project data into weekly status reports and 
executive summaries, reducing manual reporting effort by ~80% using Zapier. 

•​ N8N AI Automation Workflows: Built workflows for scheduling, client intake, research, executive briefings, 
and RAG-based information retrieval using n8n, LLMs, and Google Workspace. 

Family, Caregiving & professional Development | 2016-2025 

Focused on family responsibilities while maintaining professional development and preparing for a return to 
the workforce. 

PROFESSIONAL EXPERIENCE |2010-2015 

Technical Recruiter​ Nov '14 - Nov '15 

Yochana IT Solutions | FarmingtonHills,MI 

●​ Supported candidates and hiring stakeholders through technical recruiting, communication, interview coordination, 
and follow up. 

Java Developer​ Sep '10 - Oct '13 

Tata Consultancy Services | Bangalore, India 

●​ Developed and supported Java applications, troubleshot technical issues, and collaborated with project teams. 

EDUCATION 

Digital Project Management Certificate Course​ Jul '26 - Sep '26 

Grand Valley State University, USA 

Bachelor of Engineering in Computer Science​ Jun '06 - May '10 

Siddaganga Institute of technology, India 

CERTIFICATIONS 

  Jira Essentials ACA-900 certification | Credential Link 
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