	
	
	
	
	
	
	
	
	
	

	
	[YOUR NAME]
Program Coordinator
Address, City, ST ZIP Code | Telephone | Email
Website: wordexceltemplates.com

	

	
	
	

	
	
	

	
	
An organized and detail-oriented individual who is comfortable to work with diverse teams. Experienced in not only arranging and managing events but also capable of managing the human resources effectively. Achieved the level of programs as required by the clients. Responsible for billing, scheduling and building relationships with the vendors as well as potential clients. Worked in different industries such as healthcare, education and non-profit organizations.
	Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
	

	
	
	
	

	
	
	
	

	
	Work Experience:
ABC Company
My roles in this job were:
· To support planning and execution of a program and its activities.
· To ensure policies and practices.
· To support growth and development trainings.
· To keep updated records and create proposals for potential clients.
· To prepare lists and records of the materials ordered and required.
· To use the new technology to get the tasks done.
· To schedule and organize meetings and set agendas.
· To build strong relationships with team and external parties. 
XYZ Company 
My roles in this job were:
· To prepare procedures and budget to ensure the success of the program.
· To monitor the work hours of the staff and members.
· To monitor program budget limitations.
· To track the billing payments.
· To make sure that the program stays within the time limits.
· To perform management, outreach and fund raising roles if required.
· To form partnerships with community businesses.

	Objectives:
· To plan and coordinate a plan and the activities related to that program.
· To ensure the policies and procedures for that program.
· To maintain the budget for the program.
· To track the expenditures and transactions of the program.
· To maintain records of the cash transactions for future reference.
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Technical Skills:
	

	
	
	· Critical thinking.
· Problem solving.
· Organization.
· Attention to details.
· Leadership.
Achievements:
1)
2)
3)
	· Clear spoken.
· Social grace.
· Active listener.
· Communication skills.
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	Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.
Job Title | Company | Dates From - To
This is the place for a brief summary of your key responsibilities and most stellar accomplishments.
	Communication:
You delivered that big presentation to rave reviews. Don’t be shy about it now! This is the place to show how well you work and play with others.
Management:
Reference:
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