Sandra Papa
Phone: 416.843-3733 Email: mialuckey@yahoo.ca

Committed and competent with many years of experience delivering top-quality results in various positions. Experience in construction, development, and property management with a strong focus on customer relations. Capable of meeting deadlines and setting priorities while working in a fast-paced environment to achieve company goals.

 Organizational Skills
· Excellent written, oral, and interpersonal communication skills
· Take imitative and confident in decision making
· Dedicated with a positive attitude and problem resolution skills
· Able to multitask under high pressure and consistently meet deadlines
· Self-motivated, organized with superior prioritization skills
· Ability to research and gather information 
· Organized and detail oriented with a focus on process implementation
· Works well in a team environment and team focused
· Time Management and workflow organization experience
· Able to work within a project delivery and team operation framework
· Dependable and self-assured
· Demonstrates accountability

Work Experience
Construction & Homecare Administrator
Arista Homes, Vaughan, ON								2024-Present
· Attend to daily phone calls, messages, & emails in a promptly manner
· Assist site Supervisor in daily activities
· Receive and track all deliveries received
· Sort and file all paperwork received from head office, including permits, lot files, drawings, extras, etc
· Prepare building permit binders
· Schedule daily inspections with Site Supervisor
· Call and maintain locates and ensure volatility
· Prepare binders for each lot, colour charts, extras, and maintain and update as required
· Issue purchase order request for to trades
· Issue purchase order completions
· Issue back charges to trades as required
· Place various orders throughout the day (stone, trusses, etc.)
· Retrieve incoming letters from the Tarion Portal
· Track site production using the Construction Scheduler and Newstar
· Track and organize all house keys
· Provide updated colour charts, extras and upgrade to Site Super and all trades
· Track closings, frame walk and schedule PDI appointments
· Input all deficiencies from home buyers and input into Newstar and assign Work Orders to trades
· Book site inspection with Homecare Coordinator to inspector homeowner deficiencies
· Schedule all appointments with trades and coordinate with Home Buyers
· Update Newstar with scheduling of trades arrival and completion dates and close off deficiency
· Follow up with trades and Home Buyers to ensure closure of deficiency
· Have Home Buyers sign and initial all documents as required to show completion of deficiency
· Prepare closing day documentation
· Ensure that all pertinent documents are saved in the drive
· Coordinate hardware and office supplies for site trailer
· Complete and maintain employee weekly punch cards and sign-in logs
· Order and stock first aid kits, check monthly, and maintain first aid records
· Maintain health & safety board and ensure that proper documents are posted
· Keep site health & safety manuals, file and binders up to date
· Prepare and maintain trade registration & MSDS Binders
· Ensure all trades have proper health & safety  forms on site, including all training and registration






Project Support Administrator
Introba, Toronto, ON								2022 – 2023
· Responsible for the preparation, editing, formatting, and filling of support documents
· Accountable for accurate filing, naming convention, and saving of support documents
· Responsible for administrative project support, such as scanning, copying, and printing
· Compile and coordinate issuance of project insurance, safety, and license documentation
· Stamp drawings for issuance and order drawings as required
· Respond to RFI’s. site instruction, change orders. 
· Prepare additional fee letters, field reviews, pricing review letters, payment certification letters, and progress claim letters
· Format and edit project specifications
· Enrollment of project opportunities and preparing proposal letters
· Enrollment of new projects
· Support and collaboration with the Project Service team
· Internal follow-up with the project support team to deliver on multi-discipline projects, multi-office projects, and documents to be issued 
· Accountable for QAQC controls to execute and maintain document control processes that align with overall work standards
· Contribute and support the review and maintenance of project support templates
· Lead effective implementation of operational best practices, risk management, quality assurance, and quality control
· Support proper work and ensure proper compliance with project requirements that align with project-specific deadlines
· Scheduling of project deadlines for the project team
· Ensure that specific tasks are uploaded in Procore

Senior Property Manager
Veranova Properties Limited, North York, ON						2009 – 2022
· Manage foreclosed/distressed properties
· Contact inspectors to initiate occupancy checks, drive-bys, inspections, and or secure properties.
· Prepare and submit securing reports, estimates, and report findings to client
· Review securing pictures to determine the accuracy of estimates
· Obtain estimates as needed for deficiencies and negotiate cost
· Await approval of estimates from client and direct inspector accordingly
· Ensure all properties are winterized to avoid freeze during winter months
· Report safety issues, environmental issues, and emergencies to the client immediately with a course of action to resolve the concerns and provide direction to inspectors
· Ensure all utilities have been re-routed and un re-routed once a property has closed
· Respond to all inquiries from clients and or mortgagors, either verbally or written
· Arrange evictions with inspectors to meet bailiffs at properties
· Arrange removal of contents between inspectors and tenants/mortgagors 
· Advise inspector to cease all inspections when a property is sold and provide final meter readings
· Follow up with utility companies after closing for final bills
· Cost code and match invoice against work/purchase orders and ensure accuracy before submitting for processing and payment 
· Input all accounts payable items on completed work
· Maintain original copies of invoice and submit a copy for processing
· Collect all condo-related strata fees for the client, which includes special assessments to submit to client for payment approval and ensure that monthly strata fees are kept current
· Provide the client a cost to date on files when requested
· Review all property summary charges to ensure that billing is as per Service Level Agreement before submitting  to client for payment 
· Review all final charges to ensure that all utility finals are submitted for payment
· Complete monthly reporting from team members and review to ensure accuracy before submitting to management
· Train new staff members/employees
· Lead and supervise a small team of employees








Sales & Construction Administrator
The Kaitlin Group, Stouffville, ON                		             	 			2004 - 2009
· Assist Vice President with filing, correspondence and artwork regarding sales & marketing
· Coordinate with marketing agencies, magazines and newspapers with contracts and advertisement
· Arrange personal travel arrangements, organize appointments, meetings and events
· Utilized electronic calendar to meet required deadlines
· Experience in taking minutes in meetings
· Prepare and draft correspondence and reports
· Prepare time sheets that include vacation and absenteeism for site employees
· Analyze sales agreements for proper documentation
· Ensure that all deposit cheques have been received
· Manually enter purchaser orders for non-upgrades, as well as referring to contracts for proper costs
· Issuance & distribution of purchase orders, trades notifications and completion certificates
· Prepare and process packing slips, tickets and purchaser orders
· Maintain accurate data entry, filing, mail processing, binders, and ordering of office supplies
· Maintain a record of expenses, receipts and prepared cheque requisition month end
· Assist accounting department with invoices concerns, and descrepancies and investigated
· Cost code and match invoice against work/purchase orders and ensure they are correct before submitting for process
· Maintain original copies of invoice and submit a copy for processing
· Prepare and distribute new sales memos to appropriate persons
· Coordinate with lawyers regarding occupancy, surveyors certificates and closings
· Assist with the details of opening of, or moving of any sales office, i.e. Phone, internet
· Ensure that sales offices have the correct and current documentation
· Liaise with Décor Personnel, Sales Representatives, Construction and Purchasers regarding any concerns or discrepancies
· Maintain and organize brochure & packages, blacklines, site plans, etc.
· Deal with upgrades, non-upgrades and incurred costs from trades
· Entered upgrades, new deal, addition, deletions and changes
· Assist with gas & hydro turn-ons and inspections
· Maintenance of rentals, winter heat, etc.
· Prepare closing adjustments
 Technical Skills
· MS Office 	
· 2000 Windows XP
· Excel 		
· Outlook
· Power Point 		
· Newstar
· Internet applications 
· Procore
· Deltek
· Bluebeam
· Newforma

Education
High School Diploma
Toronto School of Business
Legal Administration Diploma, 2000
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