EDULOGC

PROJECT MANAGEMENT COORDINATOR

WHY WORK WITH EDULOG

EDUCATION LOGISTICS (“Edulog”) offers exciting opportunities to enhance your career as part of an
industry-leading software company. As an employee at Edulog, you will join teams that improve student
transportation systems through our innovative technology, across the U.S. and internationally. You will
have the opportunity to gain invaluable experience in the software industry, allowing you to grow
professionally and move interdepartmentally as your skills develop. If you are looking for a dynamic
company, in which to expand your knowledge and experience professional growth, consider Edulog for a
collaborative and creative atmosphere where your efforts are appreciated.

SUMMARY & OBIJECTIVE
EDULOG is looking for a Project Management Coordinator to ensure the success of the project

management department by creating new projects based onrecent sales, providing a clear overview of
all current projects through reporting, and working in depth with our project management and client
relations management software. You will work closely with project managers to assist in keeping all
projects up to date, and with the Department Head to create and review reporting. You will be
responsible for creating agendas and documenting meetings, as well as managing simple projects.

Our ideal candidate may not have extensive previous experience, but will be a quick learnerwho is
capable of multi-tasking, has strong critical thinking skills, and can provide a strong, well-organized
backbone to the department. Training will be provided.

DUTIES & RESPONSIBILITES
e Process sales to create new projects.

* Ensure that new projects are promptly assigned to a Project Manager.

* Meet with Project Managers to update project overviews.

e Create agendas and take notes for meetings.

e Evaluate and manage usage of our project tracking software.

* Create reports to provide executives with an accurate overview of all current projects.
e Manage simple projects.

e Review Job Costs to ensure all billing is being handled correctly.

e Update procedural documents as processes change.

e Assist the department head as needed.

e Ensure the general organization of the department.
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SKILLS & QUALIFICATIONS
* Knowledge of Microsoft Office preferred.

e Can communicate effectively.

e Iswell organized.

e Has a desire to be helpfuland find new ways to assist in the daily functioning of the department.
e Capable of multi-tasking.

e Strong critical thinking skills.

e Isinterested in an entry level position with opportunities for further growth.

TO APPLY: Please visit our website at https://www.edulog.com/careers/ to fill out an application and
submit a cover letter and resume.
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