Joel Goldman 

Summary
Project Coordinator with exceptional project management, administrative and communication skills. Demonstrated leadership performance in driving on-time and under- budget project execution through top-quality coordination and follow-up. 
Education
BA, University of Illinois in Chicago. Maintain an Illinois Real Estate Broker’s License.  
Skill Areas
Adobe Acrobat
Insurance 

Microsoft Project 
Six Sigma

Excel

Manuals Development
PMP


Records Management

Industrial Eng
Microsoft Outlook
Procedure Writing
Visio

Info Mapping 
Microsoft PowerPoint
Project Management
Word
Experience
Hospira – Scheduler (Temp Assignment with Kelly Services)        6/2013 – 8/2013
Provided schedule coordination for two top priority projects for Hospira Consumables R&D.  Implemented initial schedule into MS Project then worked closely with engineers to update and reflect appropriate dependencies and relationships within the schedule.  Updated schedule on a daily basis in order to provide management with a progress report on task completion vs. schedule.

Your Own Personal Assistant (www.yourownpa.com)                          1/2010 –  present
Performing personal/executive assistant services for clients in the northern suburbs.
Allstate – Tech Writer (Temp Assignment with Kelly Services)   10/2012 – 2/2013
Developed training documents and initiated newsletter for ERL Roadmap project for Inspection Technology Services (ITS). 
Kraft - Data Analyst (Temp Assignment with Kelly Services)        2/2012 – 4/2012
Worked in the Procurement Department. Used the Emptoris database and various spreadsheets to ensure data completeness and accuracy relating to contracts and the split up of Kraft into two companies. 

PrimeSource Healthcare Systems



                    2008 – 2009
Project Coordinator/Office Manager/Analyst 

Job responsibilities included three roles: analysis, coordination and management.              
1) Oversight of cell phone program, office supplies and express delivery services.             
2) Coordinated office moves, remodeling work, setting up new employees and relocating existing employees. Acted as point person with building management for all maintenance issues including heating, cooling, electrical, plumbing and security. 
3) Managed two mailroom employees and one receptionist. Major accomplishments:
· Identified and implemented over $100,000 in annual savings by analyzing the cell phone program, purchase of office supplies and use of express delivery services.
· Coordinated the relocation of a records department (including 5 employees, desks, computers and 1,300 records boxes). Managed the set up of 32 new cubicles. 
· Successfully hired and trained new mailroom employee. 
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Experience 
KEMRON Environmental Services



                     2004 – 2007


Project Coordinator/Office Manager/Technical Writer
Job responsibilities included three roles: coordination, technical writing and office management. Integrated highly technical geological verbiage and data into timely reports for the Department of Defense and other government-related entities. Improved office efficiency by streamlining processes and purchasing better office equipment. Major accomplishments: 
· Coordinated the implementation of a state-of-the-art phone system, resulting in vastly improved communication. Researched vendors; requested and evaluated bids; and recommended winning vendor. 

· Increased productivity via higher quality output with reduced downtime in the publication of documents through a new color copier printer/scanner for the office. Saved approximately $500 a month over the prior lease. Coordinated the evaluation of bids and the set up of the new machine.
· Developed status reports, project plans, schedules, marketing proposals and presentations.

· Acted as liaison to IT in troubleshooting computer, server, printer, and phone problems.    


Allstate Insurance



                                                 2000 – 2004
Technical Writer
Worked independently to author significant portions of ALSTAR Manual. Created 4,700 pages of documentation instructing agents how to enter homeowners, renters, landlord, condominium, fire, mobile home, boats, and personal umbrella coverages for both new business and endorsements.                      
Consulting Projects (Project Management/Technical Writing) 
          1996 – 1999

WMS Industries (1999), Abbott Laboratories (1998), Kraft Foods (1997), Evanston Hospital (1997), Fort Dearborn Lithograph (1996-1997), Calumet Screw Machine Products (1996), Spiegel (1996)

W.W. Grainger, Inc.





         1984 – 1995
Staff Analyst (1984-1995)

Responsible for analysis and implementation of process improvements for office-service related functions and development of reader-friendly policy and procedure manuals. Major accomplishments: 
· Increased productivity at a substantial cost savings by performing statistical analysis of internal mail services at seven facilities resulting in 30 recommendations. 
· Increased service to customers by implementing a national policy that staggered employees’ schedules. 
· Implemented acquisition of project management software and office equipment.
· Developed administrative policies and procedures for the first comprehensive records management program. Continually refined program over 12 years. 
· Initiated and developed reader-friendly manuals covering company policies,  administrative procedures, AR, mail services, aviation and employee data systems 
· Developed procedures and flowcharts required for ISO 9002 certification. 
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References 

Project Scheduler at Hospira
 Your expertise helped us organize our project plans and you have built a detailed MPP schedule for our number one priority project mSL. Because of the complexity of the project we could not have done this without your help. We will now be able to track our progress against plan and provide daily updates to schedule within the framework you built. You have been a pleasure to work with and you have worked well with all of my team members.  August 16, 2013
Neil Yuenger, Director, Development Engineering Hospira, Inc.

Project Coordinator at PrimeSource Healthcare Systems 

 “Joel completed all assigned tasks and was proactive in achieving efficiency improvements and cost savings. Joel required little direct management and was a self starter with good business sense. Joel demonstrated an even temperament at all times and kept a cool head during difficult situations and demonstrated good management skill. I would welcome the opportunity to work with Joel again.” June 11, 2009 
Stan Chewning, Corporate Controller, PrimeSource Health Care 
managed Joel at PrimeSource Healthcare Systems 

Project Coordinator at KEMRON Environmental Services 

 “Joel worked under my direct supervision for three years at KEMRON Environmental Services for large projects under contract with the US Army. Joel is dependable, conscientious and showed excellent proficiency in WORD, EXCEL, PowerPoint and Microsoft Project. He was quite adept at saving company money for our projects and negotiating costs with vendors and suppliers. I would recommend him in a position that requires technical writing, project coordination or executive assistance. Larry Emerson” October 20, 2009 
Larry Emerson P.E , P.E., Senior Project Manager, Fort Sheridan, IL , Kemron Environmental Services managed Joel at KEMRON Environmental Services 

Staff Analyst and Project Administrator at W.W. Grainger 

“During my ten yrs of working with Joel Goldman at WW Grainger, I know him to be an extremely conscientious and productive worker. He is quick to gain the respect and dedication of project participants, excels in analytical skill, and can accomplish heavy work loads in a timely fashion. I would highly recommend him for a position which requires perseverance and intelligence. Please feel free to contact me directly if you require any further input regarding Joel's performance. Sincerely, James J. Schantz Independent Process Improvement Consultant 847 471 8152” July 11, 2009 
James Schantz, Principal, Process Engineering, OfficeMax 
managed Joel indirectly at W.W. Grainger while a Staff Analyst

 “Joel was the key to successfully meeting deadlines, holding people accountable, managing expenses, and reporting clearly the status and milestones of a 3 year, $53M project. Les Balick” July 24, 2009 
Les Balick, Division President & Senior Manager , Grainger 
managed Joel at W.W. Grainger while a Project Administrator
                        Contact information for these and other references provided upon request.
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