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Professional Summary
Residential construction Senior Customer Care Coordinator with 25+ years of experience handling homeowner relations and provide and customer care within the new home construction industry. I have proven my ability to address complex homeowner concerns; facilitate timely deficiency repair coordination; and provide excellent customer service to ensure a superior customer experience.
Core Skills:
• Conflict resolution
• Excellent written and verbal communication
• Organized with strong attention to detail
• Customer service excellence
• Professional  
• Problem solving 
• Team Collaboration
• Time Management

Professional Experience
Senior Customer Care Coordinator —Kaitlin Corporation(2022-2026)
Projects:  Lakebreeze Stacked Townhomes – 192 homes, Lakebreeze West Phase - 115 single family homes, Modo 51 – 307 condominiums,  and Modo 55 – 145 condominiums  
· Conduct Pre-Delivery Inspections
· Respond to homeowner emails and phone calls in a timely manner
· Assist homeowners during the closing process
· Oversee all aspects of the Tarion warranty process
· Review and schedule all warranty repairs
· Create Purchase Orders
· Create work orders for internal service and trades using Newstar Software
· Coordinate and schedule service staff and trades
· Communicate with construction staff 
· Follow up on outstanding deficiencies to ensure completion within the builder repair period
· Keep warranty system up to date upon repair completion
· Notify trades of outstanding work using Inform XL software



Customer Care Coordinator  - The Acorn Development Corporation (1998-2022)
Projects:  Highlands of Richmond Hill – 71 detached homes, Roxborough Singles and  Townhomes – 98 single family homes and 125 Townhomes, Pepperhill Townhomes – 207 townhomes, Limerick Point 19 single family homes, Summerhill Townhomes – 111 Luxury Townhomes, Hometown Project – 150 Single Family Homes, Lookout on the Knoll – 38 luxury Townhomes, Oak Knoll – 134 single detached homes, Lindenwood – 36 luxury townhomes, Castlegate – 261 single family homes, Morningside Project – 235 single family homes and 76 townhomes, Bridgebury Project – 115 single family homes.
· Conduct Pre-delivery Inspections
· Promptly reply to homeowner emails and phone calls
· Homeowner orientation meetings; possession walk-throughs and follow up inspection visits.
· Schedule and coordinate warranty repairs with service technicians and trades.
· Manage all warranty documents and after sales homeowner inquiries
· Follow up with trades on outstanding deficiencies to ensure completion within the builder repair period 
· Communicate with site supervisor 
· Create all work orders and Purchase Orders
· Follow up with homeowner after all repairs to ensure homeowner satisfaction
Certifications and Training:
• WHMIS certified
• First aid & CPR certified
• Skilled user of Newstar, On-location, Builder-go and Inform XL.
Software:
• Newstar and On-Location Warranty (web based)
• Builder-Go
• Inform XL
• Microsoft Word, Excel, Outlook 
Education
• Ontario Secondary School Diploma
   Victoria Park Secondary School  -1989
• Business Administration course
   Centennial College- 1990


