
Our innovative and growing company is looking for a coordinator, project. If you
are looking for an exciting place to work, please take a look at the list of
qualifications below.

Responsibilities for coordinator, project

Promote and facilitate process improvements
Assist team in adhering to project schedule and budgets
Assist the Producer on staff planning and seating plan changes
Interact with external/internal vendors and customers
Interact with operations and marketing teams
Manage projects as assigned by senior staff
Compose letters and reports
Manage multiple complex calendars and meeting planning
Create and/or update a variety of process documents and quality checklists
Manage daily tracking of forms, raise awareness when critical milestones are
in jeopardy of being met

Qualifications for coordinator, project

At least 2 years production / project management experience
At least 2 years of game specific development experience
Update and send a daily/weekly forms status report
Submit and manage tasks in our workflow system based on the direction of
Project Management staff
Transcribe notes from recorded meetings and be the primary notetaker on
various internal/external calls
Act as point of contact for Call Center staff and respond to customer calls
elevated to the program team

Example of Coordinator, Project Job Description
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