
SWEETA ODOOM
Project Manager
New York, NY 10025  |  917-402-2869  |  sweetaodoom@gmail.com  |  linkedin.com/in/sweeta-o-67b328158

SUMMARY

Project manager with 5+ years coordinating and delivering cross-
functional projects across marketing, healthcare, and nonprofit 
settings. Keeps complex work on track — clear timelines, strong 
stakeholder communication, and follow-through from kickoff to 
closeout.

CORE COMPETENCIES

•  Project Planning & Scheduling  •  Stakeholder Management

•  Risk & Issue Tracking  •  Cross-Functional Coordination

•  Project Documentation  •  Status Reporting

•  Asana  •  Microsoft Project  •  Microsoft Planner

•  Microsoft Excel  •  ServiceNow  •  EMS

LANGUAGES

English
Fluent

French
Intermediate (B2 level)

EDUCATION

Methodist University
Bachelor's Degree in Business Administration, Human Resources 
Management
2016

WORK HISTORY

Dream City Worldwide

Project Manager
Apr 2020 – Apr 2023 | Philadelphia, PA
•  Managed client marketing and branding projects from kickoff 
through delivery, overseeing scope, timelines, deliverables, 
approvals, and stakeholder expectations.

•  Led client needs analysis to define project requirements, priorities, 
and expected outcomes, then translated them into actionable project 
plans.

•  Coordinated schedules, dependencies, and deliverables across 
internal teams and clients, proactively addressing risks and delays; 
served as primary client contact through delivery and closeout.

Project Coordinator
Apr 2018 – Apr 2020 | Philadelphia, PA
•  Coordinated project schedules, deliverables, meetings, and client 
approvals across multiple marketing and branding projects.

•  Maintained project trackers and documentation, monitoring 
deadlines, action items, requirements, and project status.

•  Facilitated communication between clients and internal teams, 
documenting decisions and following up on outstanding actions to 
keep projects moving.

Fort George Community Enrichment Center

Program Coordinator
Jun 2025 – Present | New York, NY
•  Coordinate program timelines, documentation, and daily operations 
across staff, management, and families.

•  Track deadlines, maintain compliance deliverables, and facilitate 
stakeholder communication and issue escalation.

Northwell Health

Patient Care Coordinator — Scheduling & Operations
Apr 2023 – Mar 2025 | New York, NY
•  Coordinated daily scheduling and front-desk operations across 
clinical staff in a fast-paced setting.

•  Managed intake workflows and documentation deliverables in a 
compliance-sensitive environment.

Microfinance and Small Loans Centre (MASLOC)

Procurement/Estate Department Intern
2017 – 2018
•  Coordinated vendor quotes, purchasing, repairs, approvals, and 
payment documentation for procurement, facilities, and event 
operations.


