ELIJAH EGEDE
PROJECT COORDINATION  •  CONSTRUCTION OPERATIONS
New York, NY  |  eegede22@gmail.com  |  linkedin.com/in/elijahegede
PROFESSIONAL SUMMARY
Operations-focused project coordination candidate with experience supporting property and construction workflows, vendor and contractor communication, scheduling, service tracking, invoice documentation, and logistics. Known for organized records, clear follow-up, and managing multiple priorities in deadline-driven environments.
CORE SKILLS
Project Coordination  |  Vendor & Contractor Coordination  |  Invoice & Document Tracking  |  Scheduling & Logistics  |  Service Request Tracking  |  Property & Project Records  |  Construction Site Support  |  Microsoft Office
EXPERIENCE
Property Administrator | J.O. LLC | New York, NY	Mar 2023 - Jun 2026
· Coordinated vendors, contractors, maintenance personnel, schedules, and tenant communication across daily property operations.
· Tracked service requests, repairs, maintenance updates, and follow-up items through completion while keeping stakeholders informed.
· Maintained organized property and project-related records, invoices, service documents, and operational activity reports.
· Supported scheduling and logistics for site access, vendor visits, materials, and service activity across competing priorities.
Freelance Software Developer | Jewelify | Remote, New York, NY	Aug 2023 - Nov 2025
· Coordinated task workflows, status updates, documentation, and follow-up across changing technical and operational priorities.
· Maintained structured records across multiple systems and adapted quickly to new tools, processes, and deadlines.
· Kept priorities visible through consistent progress tracking, organized updates, and clear communication across ongoing assignments.
· Used technical tools to support process organization, accurate documentation, and timely completion of assigned work.
Owner / Operator | Jewelry Business | New York, NY	May 2018 - Dec 2022
· Managed vendor relationships, inventory, purchasing, transactions, order fulfillment, logistics, scheduling, and customer communication.
· Maintained organized operational records and followed up with vendors and external partners to support timely deliveries.
· Coordinated daily workflows across purchasing, inventory, customer orders, fulfillment, and changing business priorities.
· Resolved order and delivery issues through prompt communication and follow-up with customers, vendors, and external partners.
Construction Laborer / Site Support | R.A. Sombery | Brooklyn, NY	Dec 2016 - Nov 2017
· Supported jobsite operations, material coordination, field crews, and daily workflows in a fast-paced construction environment.
· Helped maintain organized site conditions and completed operational tasks that supported project progress.
· Followed jobsite safety procedures and collaborated with team members to meet daily priorities.
· Assisted with material handling and coordination to help crews maintain an efficient daily workflow.
EDUCATION & CERTIFICATION
Borough of Manhattan Community College — Coursework in Liberal Arts (In Progress) | OSHA 30
TECHNICAL SKILLS
Excel | Word | Outlook | PowerPoint | Google Workspace | Adobe Acrobat | SharePoint (familiarity) | Slack | Zoom | CRM and workflow tracking systems
ADDITIONAL STRENGTHS
Contractor communication, scheduling support, documentation, operational tracking, construction site workflows, rapid systems learning, and reliable follow-through.
