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Our growing company is looking to fill the role of projects coordinator. If you are

looking for an exciting place to work, please take a look at the list of qualifications

below.

Responsibilities for projects coordinator

Within a team environment, participate in the development of the written
technical proposal where thorough understanding of company polices and
best practices is required

Route and track various documents for approval

Procure reference books/materials, office supplies, team appreciation gifts
Track budget operational expenses and assist with budget related activities
Assist with tracking CPM Department goals and metrics

Work with CPM staff on IT troubleshooting needs, including conference call
and meeting assistance

Make on-boarding arrangements for new and temporary employees and
consultants

Make arrangements for FedEx or other shipments

Represent the interests of the Client and Pivotal Projects throughout the
Project's Life Cycle

Make project management decisions that comply with the Company vision
and targets

Qualifications for projects coordinator

Experience working with and managing Matrixed project teams

2-3 years practice in Logistic in Automotive Industry

Minimum bilingual

Very good communication skills, ability to listen, coordinate and challenge



» Working autonomously with drive to work with data, priorities and deadlines



