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Summary of Qualifications 

· Excellent administrative and customer relationship experience.
· Excellent communication, interpersonal and active listening skills.
· Ability to manage multiple priorities in a fast-paced, deadline driven environment.
· Strong work ethic and a demonstrated ability to work in a team environment as well as manage projects independently. 
· Detail oriented with exceptional organizational skills and accuracy in project administration, accounts payable processing, database management, contracts, legal documents, agreements, job costing, invoicing, order processing, and inventory management. 
· Excellent computer skills: proficiency utilizing various applications including but not limited to: Microsoft Office (Word, Excel, Outlook, Access, PowerPoint), Adobe, DocuSign. 
· Resourceful and intuitive individual with the ability learn quickly, exercise good judgement and maintain discretion. 
· Sound judgment and problem-solving skills with the ability to take initiative and make appropriate decisions. 
· Well versed in low rise residential construction and relevant project processes. 
· A valid G driver’s license with a clean driving record and reliable vehicle. 

Relevant Skills and Experience

	Administrative Skills 
	
· Various clerical duties including but not limited to accounts payable, data entry, copying, cataloging, printing, and distribution of site plans, working drawings, contracts, agreements, legal documents, purchase orders, cheques, timesheets, etc. 
· Thorough knowledge of general office procedures, creating and editing reports, correspondence, electronic and manual records management file systems, taking meeting minutes. 
· Executive administration and support for the company Site Supervisors, Project Manager, Sales staff. 
· Maintained inventory and ordered supplies for the maintenance of office and site facilities. 
· Created documentation and application files for every department.

Accounting Skills 

· Tracked, updated, and maintained monthly/weekly/daily reports to facilitate job costing and project reporting such as labor, equipment and material tracking/scheduling, percent work completed reports, contract extra’s, change/field order requests. 
· Reviewed, logged, and reported all incoming documents including drawings, transmittals, contracts, invoices, purchase & sale agreements, amendments, mortgage commitments, color charts and purchaser’s extra. 
· Prepared all new building permit applications and gathered relevant documents and drawings for complete submission to the Municipality. 
· Reviewed daily personnel sign-in sheets and entered time sheets for submission to Payroll department for weekly processing. 

Customer & Client Relations 

· Liaised with Architects, Engineers, Municipal staff, Tradesmen, and clients throughout various stages of projects. 
· Extensive experience conducting Pre-Delivery Inspections with professionalism, enthusiasm, and integrity. 
· Documented all deficiencies and educated Purchasers how to properly operate their home systems such as HVAC equipment, Plumbing and Electrical components. 
· Answered all incoming calls, greeted visitors, clients and coordinated staff accordingly.
· Scheduled and booked all daily/weekly service appointments directly with homeowners. 
· Tracked all service issues and warranty forms; resolved customer complaints in person, over the phone and by email in a friendly and efficient manner.
· Knowledge and experience with Tarion Warranty claims, warranty form submissions and conciliations. 
· Contacted trades for tender, requested quotations logged and entered bids into report analysis for Manager review and approval. 

Experience 

Company:	Kaitlin Corporation 
		70 Port Darlington Rd., Bowmanville, ON, L1C 3K3 
Position: 	Customer Service Coordinator (October 2022- present) 

Company: 	Township of Brock 
		1 Cameron Street East, Cannington, ON, L0E 1E0 
Position:   	Administrator Assistant – Public Works Department (November 2021- September 2022) 

Company: 	Mattamy Homes 
	 7880 Keele St. Vaughan, ON, L4K 4G7 
Position: 	Community Coordinator Markham Cornell Project (October 2018 – November 2020) 
Company:	Mattamy Homes Sales Centre (Various locations throughout GTA) 
Position: 	Sales Administrator (October 2016 – July 2021) 

Education 

Durham College, Oshawa, Ontario 
Dental Assisting, Levels 1&2

O.S.S.D. Awarded – Grade 12
Monsignor Paul Dwyer Secondary School – Oshawa, Ontario 
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