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Our company is looking to fill the role of solutions coordinator. We appreciate you
taking the time to review the list of qualifications and to apply for the position. If
you don't fill all of the qualifications, you may still be considered depending on
your level of experience.

Responsibilities for solutions coordinator

 Participate in meetings with stakeholders, tracking of project timelines,
prioritize new projects and recommend future updates

e Coordinate and execute custom content and social amplification tools

e Ensure that materials comply with regulatory standards

 Ability to generate, understand, condense and communicate end-of-project
analytics

» Maintain project shared files with copies of all relevant project documents,
such as fully executed consultant work orders, Agreement modifications, fully
executed sub task orders and modifications, background documents

 Simultaneously manage multiple tasks from various projects from inception to
completion

o Communicate effectively with requesting departments (including staff
seconded from overseas) and project team members, provide guidance on
using the centralized online library

e Set up and coordinate meetings and conference calls, including international
calls

e Organize communications and contracts with approved vendors

e Support editing and drafting of key media such as newsletters, bios,
speeches, ads and the public website

Qualifications for solutions coordinator



Support client solutions management with scheduling, meeting set up and
project tracking

Experience interacting with business customers in a client services or account
management role

Experience with budgeting and scheduling of complex projects

Project Management skills and experience and mentality in managing a
portfolio of projects simultaneously

Innovative thinking and an entrepreneurial mindset/vision a must



