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TÜV SÜD America Inc., a global leader in product safety, regulatory affairs and certification, has immediate openings in San Diego, California for a:

Project Coordinator – Product Safety

Responsibilities include, but are not limited to: 

· Implement and maintain the internal software system and Project Tracking Database. Ensure information contained therein remains current. 
· Work with Client Managers and Product Specialists to determine appropriate review tasks, assign responsible individuals, and route change notifications, and manage test projects. 
· Establish and document due dates for each project task. Establish and document estimated completion date for each project. 
· Assemble comprehensive project packages and forward to appropriate TUV personnel for completion. 
· Provide timely information and project status to customers and Project Managers. Routinely monitor and expedite project tasks to ensure timely completion. 
· Ensure time and expenses are submitted by engineers so that draft and approved invoices may be submitted on a weekly basis. 
· Respond to customer enquiries regarding project status within 24 hours and communicate in a courteous and effective manner with internal and external customers in all circumstances including obtaining or providing information, answering questions, and relaying messages. 
· Generate quotations/confirmation documents.
· Support Customers in the administrative aspects of processing and producing compliance certificates associated with all of TÜV services, including scanning certificates into shared drive and entering certificate information into computer system.
· Maintain confidentiality of customers, products tested, and appropriate internal information.

Requirements include, but are not limited to:

· Advanced degree preferred but not necessary. 
· Working knowledge of Microsoft Office Suite and electronic mail. 
· Experience in service environment is helpful, as is exposure to project management. 
· The ability to manage time effectively and to plan, organize and prioritize tasks is critical. 
· The ideal candidate customer-driven. 
· Strong written and oral communications skills are extremely important and the ability to work effectively as a team player is critical.


TÜV SÜD America offers a competitive compensation package that includes health insurance and participation in the company 401(k) retirement savings plan. 

Please apply at our careers website www.tuvamerica.com or at careers@tuvam.com. 
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