Alisha Nasir				12 Kevi Cres. Richmond Hill, ON L4B3C8
(647) 835-4097  alisha.bnasir@gmail.com

PROFILE
An enthusiastic and passionate team player who is seeking a challenging and fulfilling role to drive business results. Possesses leadership skills and the ability to finish all projects within schedule.

PROFESSIONAL EXPERIENCE
Project Coordinator – B.M.I. Construction Co. Limited, Pickering ON	                                                  April 2022 – Current
   • Analyzing engineering drawings and designs to identify potential problems and proactively implement solutions, while resolving 
       all arising problems on commercial projects valued from $5 - $25 million
   • Coordinate and communicate between site, designers, and architects regarding project status and to resolve issues to ensure that  
       projects are completed on schedule, within budget, and in accordance with architect’s design
   • Process RFI and shop drawing submissions and other project related documents in a timely manner and maintain up-to-date and 
       accurate tracking logs. Redesigned the implemented a progress tracking system, resulting in a decreased tracking time by 45%
   • Conduct site meetings with clients, trades, and consultants to record and distribute meeting minutes. Brought forth strong 
       analytical skills to share insights on key drivers of performance, potential risks, and increasing the efficiency of coordination by 
       35%
   • Organize and coordinate tender process that includes preparation of comprehensive work scopes and subcontractor site reviews – 
       while managing to increase profit for the company by 20% by creating strategic partnerships with subcontractors and suppliers
Project History and Highlights:
   • Ford Lincoln Brampton – New construction of a 45,000 sq.ft dealership 
   • The Home Depot Bristol Circle, Oakville – New garden center and renovation of front façade of operational 
       store 
   • Sobeys Waterloo – 47,000 sq.ft renovation of existing operation store
   • Sobeys Queensway Toronto – 51,000 sq.ft. renovation and 10,000 sq.ft. expansion of existing operational 
       Store
   • Foodland Mount Forest – 30,000 sq.ft. new construction of a grocery store
Project Coordinator - Iron Lion Contracting, Toronto ON			                                              Sept 2019- March 2022
   • Managed the company’s 100+ projects by creating quotes, securing materials, creating timelines, and resolving all arising 
       problems including inclement weather, material delays and change of project scope
   • Create daily deposit summaries to ensure all payment transactions are processed accurately and in a timely manner, including 
       overseeing chargebacks and returns
    • First point of contact for all customers in every step of the process (administering estimates/quotes, creating contracts, providing 
      project updates, and colleting payments)
    • Prepared monthly analysis of balancing costs and benefits, including inventory reporting, implementing process improvement 
      solutions, assessing performance, and determining unit costs
    • Increased company profit by over 100% and all employees’ salaries by 25% by expanding operations, budgeting, and creating 
       strategic partnerships with suppliers and subcontractors
    • Created and managed the company’s brand (logo, website, truck vinyl’s, uniforms, flyers, etc.)
    • Redesigned and streamlined the review and hiring process previously used and improved the overall quality and retention of the 
      newly hired labourers  
Intern- Bondfield Construction, Toronto ON				                                                 April 2019- Sept 2019
    • Support construction teams in the field through assistance, coordination and distribution of information required to construct the 
      project on time, within budget and to quality standard 
    • Contribute feedback aimed at improving the operational success of the projects, including improved safety, cost control, and 
      environmental effectiveness
    • Built relationships with other vendors to execute purchases for services and materials. Led to creating a Promotional Inventory 
      Report to aid in the tracking of material inventory in warehouse. This allowed the field team to call out inconsistencies and partner 
      with Project Manager to secure sufficient material for ongoing projects 

EDUCATION
Bachelor of Science (BSc), York University 			      		                                                  Dec 2020    
SKILLS
·   Proficiency in Microsoft Office and MS Project
·   Ability to meet deadlines, with high attention to detail and consistent level of accuracy
·   Strong skills in prioritizing, problem solving, and interpersonal relationship building
·   Proficiency in AutoCAD (Preparing drawings of Construction Plans, designing mechanical devices) 
