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	Name
	Samiksha Chauhan
	Experience
	2.3  Years

	Profile
	Project Coordinator
	Contact No.
	404-263-9368

	US Visa
	L2
	EAD Validity
	21-Nov-2013


	Objective


To secure a position that will enable me to use my strong organizational skills, educational background and ability to work with people and contribute to the company’s progress
	PROFESSIONAL SUMMARY


	Brief Profile
	· MBA & Engineering graduate with 27 months of work   experience in Project Management, project coordination, and Project documentation (reports, proposals.etc).
· Hands on experience in creating documents like Business requirement documents, Reports, Change Control documents using tools like Microsoft Office (MSWord, Excel, PowerPoint, Visio)
· Performed project management activities i.e. Interaction with Stakeholders and vendor  to collect data / Subsequent   analysis and preparation of the data to meaningful information / Report to the Leadership Team to able to form opinion and take Decision.

· ITIL Certified: IT Infrastructure Library (ITIL) Foundation Certificate in IT Service Management.

· Undertaken complete 35 hours training of PMP from reputed institute

	Education
	Master of Business Administration & Bachelor of Engineering

	Tool Skills
	MS - Excel, Word, Power Point, Visio


	PROJECT EXPERIENCE – DETAILS


	HCL Technologies Ltd - Noida , INDIA                                                                                Role :  Project Coordinator

	Client
	Electrolux 

	Duration
	15 Months 

	Responsibility Areas
	· Initiate and lead project planning activities such as Scope definition, Stakeholder identification, project issues, impact and dependencies identification. 
· Responsible for Creating and maintaining project documents like project activity schedule, Risk & Issues tracker, Communication plan, project proposal etc for each project and finally publishing it to project stakeholders.
· Conducted client communication sessions to evaluate client needs & ensure timely project delivery. 

· Managed and controlled changes in project scope while communicating impact to management and team.

· Monitored  and controlled  project performance  during execution, including regular performance report

	Accomplishments
	· Acquired result driven project management skills by timely project delivery 

· Achieved client credibility, establish rapport, and maintain communication with stakeholders at multiple levels, including those external to the organization

· Gained expertise of handling diverse teams  




	HCL Technologies Ltd – Noida, INDIA                                                                                    Role :  Project Coordinator

	Client
	 BMC

	Duration
	6 Months

	Responsibility Areas
	· Responsible for tracking and monitoring progress of project.

· Managing Resource billability and maintaining database for all the project resources & device for billing.

· Interacting with various department like, HR, Finance, Admin etc for project assistance.

· Identifying, developing and maintaining stakeholder relationships.
· Organizing and conducting orientation sessions for all new employees. 

· Responsible for the continuing education, training, and certification of new and experienced employees. Managing Resource Assignation, update and improve project strategies and methodologies.

· Prepares and maintains weekly and monthly project status reports 

· Maintains fiscal systems for the purpose of recording, forecasting, monitoring and budgeting project expenditure 

· Effectively communicating project status to management and keep business stakeholders informed of project status and all related issues


	Astute Systems Technologies – Mumbai, INDIA                                                         Role  :  Account  Manager

	Duration
	Jun 2009 – Dec 2009 (6 months)

	Responsibility Areas
	· Requirement gathering from operators on VAS industry for analyzing the new business opportunities.
· Involved in Revenue enhancement and commercials activities for Astute Systems Technology.

· Handling existing clients and preparing plan for new prospects for Astute Systems Technology.
· Involved in new Business Alliances.

· Understanding of group capabilities and services, and effectively communicating all offerings to the client.

· Involved in communicating the client's goals and representing the client's interests to the team.


	EDUCATIONAL QUALIFICATION


	Degree/ Certificate                              
	Institute                                      
	Percentage
	Year of Passing                

	PGDM
	Balaji Institute of Telecom & Management, PUNE, INDIA
	66 %
	2007-2009

	B.E. (Electronics & Comm.)
	Maharana Pratap College Of Technology, Gwalior, INDIA
	74%
	2002-2006

	HSC
	Navayuga Radiance School ,CBSE Board, Lucknow, INDIA
	65 %
	2000-2001

	SSC
	Navayuga Radiance School, CBSE Board, Lucknow, INDIA
	72%
	1998-1999


	PERSONAL DETAILS


	Marital Status:
	Married

	Languages Known:
	English, Hindi

	Gender
	Female
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