GARIMA JAIN


jaingarima702@gmail.com	+918002524040

Summary

Highly organized manager having 10+years of hands-on experience in planning and implementing assigned projects, ensuring timely delivery despite strict time constraints. Looking to utilize my strong multi-tasking skills to help the senior team align project objectives with the strategy and ethics of the organization.


Skills

Manage and configure service host with Ansible

work force

linux

manage configuration with ansible

salesforce

stakeholder co

risk managemant

gantt chart

microsoft project

trello

slack

project managment tool for budjet managment

Microsoft Excel

Microsoft Access

Enterprise resource planning ERP software

Microsoft Word


prince2agile

scrum

coordinator

team leader

time managment

jira






Education

Bhilai Institute of Technology
B.TECH (Electronics and Telecommunication)
Bhilai, Chhatishgarh
Symbiosis USA
CERTIFIED LIFE COACH
axelos, people cert
prince2agile - practittioner

Experience

Jaypee group, Noida
Project coordinator
Jul 2023 - Apr 2024

NOIDA
[image: ] Conduct daily stand-up meetings to track progress and address any blockers [image: ] Develop and maintain project plans, timelines, and schedules
[image: ] Assign tasks and set priorities for the migration team
[image: ] Communicate regularly with stakeholders, providing status updates and managing expectations [image: ] Facilitate meetings between architects, engineers, and the operations team to ensure alignment [image: ] Identify, assess, and mitigate risks associated with the migration
[image: ] Develop contingency plans for potential issues
[image: ] Allocate resources efficiently to ensure project milestones are met
[image: ] Coordinate with HR and other departments for additional resource requirements
Address and resolve any technical or logistical issues that arise during the migration process
[image: ] Monitor the performance of migrated applications and infrastructure [image: ] Implement performance tuning and optimization as needed
[image: ] Track and manage the project budget, ensuring costs are kept within approved limits [image: ] Report on financial status to stakeholders
BYJUS
project coordinator
Jan 2020 - Apr 2023

[image: ] Handled multiple projects at a time [image: ] Creative problem solving
[image: ] Constructive feedback
[image: ] Strong quality assurance
[image: ] Managed onshore and offshore team members [image: ] Root cause analysis
[image: ] Creatively solving it
[image: ] Analyzing quality of call being made from various
[image: ] enable Agile team to increase its throughput by using swarming around feature [image: ] conducted daily scrum meeting to identify daily progress in scrumban board
[image: ] Identify the reason of delays being made by various departments due to which reason and how it can be corrected [image: ] Time management
[image: ] work organization and follow up
Rizal commercial corporation (RCC)
Technical project associate
May 2017 - Jan 2019

[image: ] Recruited, hired and supervised resources to staff project team
[image: ] Developed and followed baseline project plan and milestones for task completion
[image: ] Planned Agile best practices and encouraged team cohesion, overcoming impediments and hurdles to productivity [image: ] Defined responsibilities and roles often am members
[image: ] Developed and trained junior team members by leveraging industry experience to achieve optimal project strategy
[image: ] Drove team's execution of quality management throughout division, improving process effectiveness, cost- effectiveness, resource and process efficiency
[image: ] Drove Scrum team progress to overcome obstacles and realize success throughout life of each sprint [image: ] Managed risk, investigated solutions and established project recovery plans
[image: ] Closely collaborated with project members to identify and quickly address problems [image: ] Produced quality standards, checklists, report templates and process
whitehr jr Teacher director remote, India
Apr 2019 - Apr 2020

[image: ] Analyze operations to evaluate performance of a company or its staff in meeting objectives or to determine areas of potential cost reduction, program improvement, or policy change.
[image: ] Direct or coordinate activities of businesses or departments concerned with production, pricing, sales, or distribution of products.
[image: ] Negotiate or approve contracts or agreements with suppliers, distributors, federal or state agencies, or other organizational entities.
Iyogi Technical Services Pvt Ltd, Gurgaon
coordinator
May 2015 - Mar 2017

Gurgaon
[image: ] Handling Nagios monitoring tool to look into server activities, load, bandwidth usages and server details resp [image: ] Responsible for Hardening of server
[image: ] Main responsibility is migration of sever, Backup restoration [image: ] Creation of RCA for any downtime or incident

[image: ] Provides technical support to clients through ticketing system Digital cloud Service and chat and resolve their queries remotely with Bomgar ( software )
Coordinating with team members for requirements and Implementation etc
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