
Jennavieve Embertson
Business Coordinator

Profile

Results-driven Business Coordinator with 2 years of experience in supporting 
and streamlining business operations. Proficient in project management, 
workflow optimization, and client relations, with a proven track record 
of enhancing efficiency and fostering organizational growth. Adept at 
collaborating with cross-functional teams and demonstrating strong 
communication skills to achieve business objectives.

Employment History

Business Coordinator at Kentucky Business Coordinators, LLC, KY
May 2023 - Present

• Successfully managed a team of 10 employees, resulting in a 25% increase 
in overall productivity and a 15% decrease in project completion times 
within one year.

• Implemented a new client onboarding process that reduced the average 
onboarding time by 30%, leading to a 20% increase in new client 
acquisition and an additional $200,000 in annual revenue.

• Streamlined internal communication processes and introduced new 
project management tools, resulting in a 40% reduction in 
miscommunication errors and a 10% improvement in overall project 
success rates.

 

Associate Business Coordinator at Bluegrass Business Coordinators, 
KY
Aug 2021 - Mar 2023

• Successfully managed a project to streamline internal processes, 
resulting in a 25% increase in efficiency and a 20% reduction in 
operational costs for Bluegrass Business Coordinators, KY.

• Coordinated a team of 15 associates to achieve a 98% on-time completion 
rate for client projects, leading to a 30% increase in customer satisfaction 
ratings and a 20% growth in repeat business.

• Implemented a new client relationship management system, which 
improved response times by 40% and increased client retention by 15%.

• Developed and executed a marketing campaign that generated a 35% 
increase in new business inquiries and a 25% increase in overall revenue 
for Bluegrass Business Coordinators, KY.

 

Certificates

Project Management Professional (PMP)
Dec 2021

 

Certified Business Analysis Professional (CBAP)
Nov 2020

jennavieve.embertson@gmail.com
(854) 209-8664
123 Oak Street, Louisville, KY 40202

Education

Bachelor of Business 
Administration in Project 
Management at University of 
Kentucky, Lexington, KY
Sep 2017 - May 2021

Relevant Coursework: Project 
Management Principles, Operations 
Management, Business Analytics, 
Financial Accounting, Organizational 
Behavior, Strategic Management, 
Business Law, and Risk Management.

Links

linkedin.com/in/jennavieveembertson

Skills

Time management

Budgeting

Negotiation

Microsoft Excel

Salesforce CRM

Conflict resolution

Trello

Languages

English

Japanese
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