SUMMARY 
· Seeking a full-time opportunity leverage academic training and hands-on industry experience.
· Expanding expertise in construction management, specializing in quantity take-offs, cost estimation, scheduling, procurement, and project coordination.
· Strong analytical and problem-solving skills with a focus on project efficiency, compliance, and cost control.
· Full G licence with flexibility to travel to project sites.
SOFTWARE SKILLS 
· MS Office Suite (Word, Excel, Outlook, PowerPoint), Bluebeam, RS Means, MS Project, Procore, AutoCAD
EDUCATION
Construction Management                               George Brown College, Toronto, ON                                     Jan 2025 - Dec 2025
Post-Graduate Certificate
Balkaram Sandhu 
L7C 4L4 | (604) 751-2184 | balkaram.sandhu@georgebrown.ca | linkedin.com/in/balkaram-sandhu 
· 
· Construction Plans and Estimating
· Construction Project Planning and Scheduling
· Construction Project Management
· Construction Surveying
· Ontario Building Code
· Construction Health and Safety
· Construction Contract Law


· Created cost estimation for commercial projects using Bluebeam and RS Means.
· Built and tracked construction schedules using Microsoft Project.
· Prepared preconstruction meeting minutes and submittal log for York Land Building – a $120M, 34-storey high-rise, ensuring Ontario Building Code (OBC) compliance.
Mechanical Engineering                                         Punjab Technical University                                              Sept 2007-July 2011
Bachelor’s degree 
WORK EXPERIENCE
Procurement Coordinator 			Empire Homes, Vaughan, ON			Sept 2025 – Present
· Reviewed contract requirements, tenders, and documentation in collaboration with the Contracts Manager to ensure compliance with required clauses and terms; recommended revisions to address omissions and inconsistencies.
· Drafted and revised contracts, coordinated necessary approvals, and ensured timely execution of agreements.
· Assisted in the administration of tender requests, maintaining and updating supporting documentation for accuracy and completeness.
· Liaised with trade partners to obtain pricing and escalated scope of work inquiries to the Contracts Manager for resolution.
· Managed contract documentation by posting finalized contracts in internal systems for site access and maintaining organized physical and electronic files.
· Coordinated documentation and meetings to finalize agreements between the company and trade partners.
· Prepared and maintained summary reports of trade partners for internal distribution, supporting informed decision-making.
· Performed quantity take-offs from construction drawings to match procurement needs with project specifications and enable accurate ordering.
· Verified suppliers’ scope of work against drawings and documentation, confirming completion of agreed tasks prior to payment authorization.
· Organized and maintained all contract files, health and safety records, and compliance documentation to support audits and ongoing regulatory requirements.
Dispatcher                                                                                Maverik Freight & Road Link Xpress                  Jan 2023- Mar 2025                                                                                                                               
· Coordinated and optimized freight delivery schedules across local and cross-border routes.
· Assigned loads to drivers and provided real-time support for delivery execution, rerouting, and compliance.
· Communicated effectively with drivers and customers to ensure timely pickups and deliveries.
· Managed transport documentation including bills of lading, customs paperwork, and delivery confirmations.
· Implemented scheduling software and tracking systems to streamline dispatch operations and reduce delays.
Workshop Supervisor                                                             Goyal Motors, India                                         Mar 2017 – Mar 2022
· Oversaw mechanical repair operations and supervised technicians.
· Conducted training on repair techniques and diagnostic procedures.
· Managed inventory and improved efficiency in service delivery.
HVAC Project Coordinator                                                      Brar HVAC Contractors, India                          Nov 2015 - Feb 2017
· Coordinated HVAC installation schedules for commercial and residential projects, ensuring timely equipment delivery and contractor alignment.
· Reviewed mechanical and architectural blueprints to ensure HVAC system layouts complied with project requirements and building codes.
· Performed detailed quantity take-offs and collaborated with estimators to develop accurate cost estimates.
· Led site inspections to verify installation quality, proper system operation, and compliance with safety and environmental regulations.
· Maintained detailed documentation for equipment submittals, RFIs, material logs, and progress reports.
· Worked directly with engineers, technicians, and clients to troubleshoot installation issues and suggest design modifications.
· Assisted in procurement planning and ensured timely availability of HVAC components like ducting, chillers, and AHUs.
Production & Quality Engineer                                            Munjal Castings, India                                          Jan 2014- Nov 2015
· Supervised daily manufacturing operations for automotive components, ensuring adherence to production schedules and quality standards.
· Performed rigorous quality control inspections and documented deviation reports to maintain compliance with industry specifications.
· Led root cause analyses and implemented effective corrective actions to reduce defects and improve process reliability.
· Recognized for exceptional performance and promoted to full-time engineer within 10 months of joining.
