Tanya M. Obrien
Program Coordinator

Boston, MA  (555) 845-2619 tanya.obrien@gmail.com linkedin.com/example  website.com/example
portfolio.com/example

SUMMARY

Results-driven Program Coordinator with 5 years of experience in managing programs, events, and projects.
Proven track record of achieving 95% program satisfaction rate, reducing program costs by 25%, and increasing
program participation by 50%. Skilled in program development, marketing, and team management.

SKILLS

Other Skills: Program Development (90), Marketing (85), Team Management (95), Event Planning (90), Communication (95),

Time Management (90), Microsoft Office (85), Project Management (80)

EXPERIENCE
Program Coordinator Feb 2021 - Present
IBM Boston, MA

Support delivery of enterprise IT services programs for IBM Global Business Services clients, coordinating schedules, budgets, and
stakeholder communications across 4 concurrent engagements.

+ Coordinated logistics and deliverable tracking for 4 concurrent IBM client programs with combined scope of $6.5M,
achieving 96% on-time milestone completion

+ Built and maintained integrated program trackers that reduced status reporting preparation time by 35%

+ Managed meeting cadence and action-item tracking for 25+ weekly stakeholder touchpoints, maintaining 100%
same-day minutes distribution

+ Supported budget variance analysis, identifying $180K in recoverable expenses across 3 engagements in 2023

Project Coordinator Jun 2019 - Jan 2021
Leidos Reston, VA
Supported program management operations for federal IT modernization contracts.

+ Maintained Integrated Master Schedule (IMS) for a $4M federal IT program, tracking 200+ tasks across 6 work
streams

+ Coordinated subcontractor deliverable submissions with 98% on-time acceptance rate

+ Prepared monthly Contract Performance Reports (CPRs) for government contracting officer review

EDUCATION

Bachelor of Science in Business Administration
Northeastern University

Business Administration

Boston, MA

Sep 2015 - May 2019

GPA: 3.6/4.0



CERTIFICATES

Certified Associate in Project Management (CAPM)
Project Management Institute (PMI)

PMI entry-level project management certification

Project Management Professional (PMP)
Project Management Institute (PMI)

PMI's globally recognized project management credential

Jun 2021

Mar 2023



