Project Coordinator Job Summary
We are seeking an organized and energetic project coordinator to join AUS Sustainability. The project coordinator will work with the AUS Sustainability team to organize and implement campus-wide sustainability initiatives. Working in a team environment, the project coordinator will take on various projects and manage them from creation through implementation. The role is essential to the launching of new projects and the project coordinator must be organized and professional.
Project Coordinator Duties and Responsibilities
· Project Development:
· Work with AUS Sustainability team to plan and prioritize annual goals and projects
· Develop and maintain detailed project plans for assigned projects
· Assigned new project, as appropriate
· Strategize and brain storm new project ideas with Sustainability team, 
· Assist in the definition of new project scope and objectives, involving all relevant stakeholders and ensuring technical feasibility
· Ensure project aligns with Sustainability strategic planning goals and budget
· Project Management: 
· Monitor current projects and coordinates all stakeholders involved to keep workflow on track
· Work to improve the project process and communication, as possible
· Communicate to the Head of Sustainability changes to the project scope, project schedule, and project costs 
· Arrange and manage project goals/project schedules/new information and track outcomes for reporting
· Create and maintain comprehensive project documentation
· Track and report successes, analyze project risks, and recommend improvements

Requirements and Qualifications
· Bachelor’s degree in marketing, communications, business, administration, or related field.
· Previous experience in an administrative, marketing, or manager role
· Excellent written and verbal communication skills
· Superior computer skills; well-versed in Microsoft Office Suite, strong and thorough knowledge of Excel
· Able to work effectively under pressure
· Flexible and able to multitask on several different aspects of a project or on multiple projects
· [bookmark: _GoBack]Able to produce quality work with strict deadlines	
· Strong analytical and problem solving skills
· Ability to work well with large and diverse teams
· Ability to work under pressure
· Experience creating work breakdown structure (WBS) - translate requirements into tasks
· Experience with task scheduling and resource assignment
· Experience with project management practices and tools to create, manage, and track project performance, cost, verify scope.			
· Excellent client-facing and internal communication skills
· Excellent written and verbal communication skills
· Solid organizational skills including attention to detail and multitasking skills

