
Emma Sullivan
Junior Project Coordinator

emma.sullivan@email.com (555) 461-2937 Atlanta, GA

linkedin.com/in/emmasullivan

Summary

Junior Project Coordinator with 2 years at IBM and Accenture

supporting 4 concurrent enterprise PM teams. Tracked 220+ active

workstreams in MS Project and Jira and reduced status-meeting time

32% via automated dashboards. CAPM, Certified ScrumMaster, and

AWS Certified Cloud Practitioner.

Experience

Junior Project Coordinator Jul 2023 - Present

IBM Consulting Atlanta, GA

Coordinated 4 concurrent client engagements across IBM’s SAP and
ServiceNow practices.

• Tracked 220+ active workstreams in MS Project and Jira with zero
milestone overruns

• Reduced status-meeting time 32% via automated Power BI dashboards

• Coordinated 38 client steering-committee meetings across 4
engagements; 100% on-time decks

• Owned $1.8M project portfolio under PM supervision; client CSAT
averaged 4.6/5

Project Management Intern Jun 2022 - Jun 2023

Accenture Atlanta, GA

Project management intern in Accenture’s Technology Strategy & Advisory
practice.

• Supported 3 PMs in 6 client engagements; achieved 100% on-time
deliverables

• Built 14 standardized status-report templates adopted across 4 client
teams

Education

B.B.A. Aug 2018 - May 2022

Emory University Atlanta, GA

Information Systems GPA: 3.68/4.0

Skills

• Project Management

• Agile Methodologies

• Communication

• Team Collaboration

• Risk Management

• Budgeting

• Microsoft Office

• Asana

• Trello

Languages

English Native

Spanish Intermediate

Certificates

CAPM — Certified
Associate in Project
Management
2022

Project Management Institute

Certified ScrumMaster
(CSM)
2023

Scrum Alliance

AWS Certified Cloud
Practitioner
2024

Amazon Web Services

Hobbies

Reading

Strengths

Attention to Detail
Proven ability to manage complex
project details, ensuring 99%
accuracy and compliance with
industry standards.

Leadership
Successfully led teams to achieve
project goals, resulting in a 25%
increase in team productivity.

Adaptability
Demonstrated ability to adapt to
changing project requirements,
resulting in a 30% reduction in
project delays.
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