“arth Gorde

www.linkedin.com/in/parthgorde | wellparth@outlook.com | +91 90675 51734

Operations and Project Coordination professional with experience in client communication, requirement gathering, stake-
holder management and digital project delivery. Background in technology and business development, with hands-on experi-
ence coordinating clients, teams and freelance professionals from requirements through completion.

EDUCATION

MET'S INSTITUTE

OF ENGINEERING

SPPU

INFORMATION TECHNOLOGY
2020 - 2024 | Nashik, MH, IN

SKILLS
OPERATIONS

Project Coordination

Client & Stakeholder Management
Requirement Gathering

Client Onboarding

Task & Timeline Management
Process Documentation

Project Tracking

Issue Resolution

Vendor & Freelancer Management
Quotation Management

Process Improvement

TOOLS & TECHNOLOGY
PRODUCTIVITY:

MS Excel, Google Sheets,
Google Workspace, Notion

PROJECT MANAGEMENT:
Trello, Jira, GitHub Projects

Al & AUTOMATION:
Claude, Gemini, ChatGPT,

Al Agents, Al-assisted Workflows

SOFT SKILLS:
Communication, Teamwork,

Adaptability, Decision Making,
Attention to Detail

LANGUAGES
English - Fully Fluent
Hindi - Native
Marathi - Native

ADDITIONAL

Al-Assisted Operations
Workflow Automation
Digital Process Optimization
Business & Technology

PROFESSIONAL EXPERIENCE

THINK DIGITAL | PRoJECT COORDINATOR
January 2026 - Present | Nashik, MH, India

Coordinated 17+ website projects from requirements through development,
deployment and post-launch support by managing client communication, task
priorities, timelines and delivery follow-ups.

Managed client requirements and feedback across multiple concurrent
projects by conducting discussions, clarifying changes and translating busi-
ness needs into actionable tasks.

Supported timely delivery of website and digital projects by tracking tasks,
identifying blockers and coordinating with team members to resolve issues.
Coordinated project and development meetings to align clients and team
members on requirements, priorities, deliverables and next steps.

Managed changing requirements throughout project lifecycles by communi-
cating updates and coordinating revised deliverables with stakeholders.
Maintained project continuity through regular follow-ups with clients and
team members, ensuring pending tasks, feedback and delivery dependencies
were addressed.

PROFCYMA CAREER LLP | BusiNEss DEVELOPMENT EXECUTIVE
Oct 2025 - Dec 2025 | Pune, MH, India

Communicated with prospective clients to understand their requirements
and identify suitable solutions.

Managed follow-ups and maintained regular communication with prospects
throughout the business development process.

Coordinated information between clients and internal teams to ensure re-
quirements were communicated accurately.

Maintained records of client interactions, follow-ups and ongoing opportuni-
ties.

Supported day-to-day business development activities and contributed to
client relationship management.

ADDITIONAL EXPERIENCE

on, 1€ FREELANCE PROJECT COORDINATION | PrROJECT COORDINATOR
Problem Solving, Time Management, September 2025 -- Present | Nashik, Maharashtra, India

Coordinated projects for 12 business owners by gathering requirements,
closing project engagements, preparing quotations and connecting clients
with suitable freelance professionals.

Built and coordinated a network of 15+ freelancers, matching project re-
quirements with relevant skills and managing communication throughout
project delivery.

Monitored client and freelancer relationships through weekly project meet-
ings and individual follow-ups, tracking progress, clarifying requirements and
resolving delivery issues.

Managed project delivery from initial requirements through completion by
tracking timelines, following up on pending tasks and coordinating revisions
between clients and freelancers.

Handled project changes and client feedback by communicating updated re-
quirements to freelancers and aligning expectations, timelines and deliver-
ables across stakeholders.
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