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PROFESSIONAL SUMMARY
Residential Construction, Procurement and Contracts professional with 20+ years of experience in residential homebuilding, procurement, purchasing, contract administration, subcontractor and supplier coordination, job costing, invoicing, and construction operations. Extensive experience supporting tendering, bid and pricing analysis, vendor negotiations, purchase orders, contracts, budget monitoring, cost comparisons, budget vs. actual analysis, and variance management.
Proven ability to coordinate procurement and contract requirements across Construction, Contracts, Finance, Sales, Décor, Warranty, Customer Service, and Executive teams. Extensive hands-on experience with Newstar Enterprise, REMS, SalesXPress, DSM, and Builder Lynx, with a strong record of improving purchasing workflows, data integrity, cost controls, vendor administration, and construction processes.

CORE COMPETENCIES
Procurement & Contracts
· Procurement & Strategic Purchasing
· Subcontractor & Supplier Management
· Tendering & Bid Solicitation
· Tender Analysis & Cost Comparisons
· Vendor Negotiation & Contract Administration
· Purchase Orders & Purchase Agreements
· Contract Documentation & Compliance
· Vendor Pricing & Commercial Terms
· Contract Issue & Conflict Resolution
Construction & Cost Management
· Residential Low-Rise Construction
· Construction Operations
· Job Costing
· Budget Management
· Budget vs. Actual Analysis
· Cost Variance Analysis
· Forecasting & Cost Monitoring
· Change Orders
· Scope of Work Coordination
· Vendor Invoice Management
Systems & Technology
· Newstar Enterprise
· REMS
· SalesXPress
· DSM
· Builder Lynx
· Microsoft Excel
· Microsoft Word
· Microsoft PowerPoint
· ERP Implementation & Administration
· Construction Project Data & Reporting
Leadership & Coordination
· Cross-Functional Collaboration
· Vendor & Contractor Relationships
· Construction Team Support
· Executive Reporting
· Process Improvement
· Training & Mentorship
· Operational Problem Solving
PROFESSIONAL EXPERIENCE

FLATO DEVELOPMENTS INC. | 2022 – PRESENT
ERP & CONSTRUCTION OPERATIONS MANAGER
· Lead residential construction operations supporting procurement, purchasing, job costing, contracts, vendor administration, sales, décor, warranty, and financial reporting.
· Manage and optimize Newstar Enterprise, including SalesXPress and DSM, ensuring accurate project, lot, pricing, purchasing, subcontractor, and cost information.
· Support and coordinate procurement activities for residential construction, including vendor coordination, pricing review, purchase orders, contract administration, and invoice management.
· Lead tendering activities, including coordination of tender requirements, scope alignment, pricing review, vendor comparisons, and contract execution.
· Draft, review, negotiate, and administer subcontractor and supplier contracts, supporting commercial requirements and ongoing vendor relationships.
· Conduct cost comparisons and pricing analysis to evaluate vendor and subcontractor proposals and support competitive purchasing decisions.
· Monitor contract values, purchase orders, change orders, actual costs, and budget information to identify cost variances and potential budget risks.
· Analyze budget vs. actual pricing and project costs, providing management with information required to address variances and maintain approved budgets.
· Establish and maintain project setups, model libraries, subcontractor definitions, pricing rules, product catalogs, and purchasing structures.
· Manage purchasing workflows including Base Model, Extras to Contract, and Purchaser Upgrades, ensuring accurate pricing, approvals, documentation, and construction coordination.
· Review vendor invoices against purchase orders and contractual requirements; investigate pricing discrepancies, quantity variances, missing documentation, and billing issues.
· Coordinate with vendors and subcontractors to resolve purchasing, invoicing, documentation, pricing, and contractual issues.
· Track contract values, change orders, purchasing commitments, and cost information to support forecasting and financial control.
· Prepare cost comparison, variance, and executive reporting to support purchasing decisions, operational planning, and management review.
· Act as a central liaison between external subcontractors and suppliers and internal Construction, Contracts, Finance, Sales, Décor, Warranty, Customer Service, and Executive teams.
· Facilitate workflows, required documentation, purchase orders, invoices, and issue resolution between construction operations and external vendors.
· Support contract and procurement processes by maintaining accurate vendor, subcontractor, pricing, purchasing, and project records within ERP systems.
· Lead ERP training and provide ongoing user support, improving process consistency, data integrity, and adoption across construction operations.
· Supervise and mentor team members while developing standardized processes and best practices for construction and ERP operations.

MANSOURI LIVING | 2019 – 2022
CONTRACTS COORDINATOR / CONSTRUCTION ADMINISTRATOR
· Coordinated contracts, tenders, vendor onboarding, purchasing, purchase orders, invoices, permits, and warranty documentation within residential construction operations.
· Supported subcontractor and supplier procurement activities, including vendor communication, pricing information, documentation, and purchasing requirements.
· Assisted with tender packages, contract documentation, purchase orders, and vendor administration.
· Coordinated construction and contract information between vendors, subcontractors, accounting, construction, customer care, and leadership.
· Processed purchase orders and vendor invoices while ensuring supporting documentation was complete and accurate.
· Assisted with contract and vendor documentation to support project execution and cost control.
· Maintained accurate ERP and construction records for projects, vendors, purchasing, and contracts.
· Supported accounting and construction teams with invoice discrepancies, documentation requirements, and operational issues.
· Assisted leadership with reporting and administrative information relating to construction operations and vendor activity.

PRIMONT | 2017 – 2019
CONSTRUCTION ADMINISTRATION & CONTRACTS COORDINATOR
· Supported Newstar ERP implementation across residential construction operations.
· Prepared and coordinated tender packages, contracts, purchase orders, invoices, and construction documentation.
· Supported subcontractor and supplier coordination throughout the contract and purchasing process.
· Maintained vendor and contract records and ensured required documentation was available for construction operations.
· Coordinated information between Construction, Contracts, Accounting, vendors, and subcontractors.
· Supported compliance with company requirements relating to safety, insurance, vendor documentation, and contracts.
· Assisted with construction administration, purchasing workflows, and invoice processing.
MOSAIK HOMES | 2013 – 2017
Contracts Assistant & Site Administration
· Supported residential construction contracts, purchasing, site administration, and subcontractor coordination.
· Assisted with Newstar ERP implementation and construction workflow setup.
· Prepared and processed purchase orders, contracts, invoices, and project documentation.
· Coordinated with contractors, suppliers, and internal construction teams to support project requirements.
· Assisted with permit processing, scheduling, upgrade tracking, and general site administration.
· Maintained accurate construction and vendor records and supported timely resolution of administrative issues.
EDEN OAK | 2010 – 2013
Construction Administration
· Supported residential construction administration, contractor coordination, purchasing, invoicing, and project documentation.
· Assisted construction teams with purchase orders, scheduling, permits, vendor communication, and project records.
· Coordinated information between contractors, suppliers, and internal stakeholders.
· Supported upgrade tracking and purchasing-related administration.
THE KAITLIN GROUP | 2002 – 2008
Construction Administration / Newstar Implementation
· Supported residential construction operations, including Newstar implementation, site administration, contracts, purchasing, invoicing, and contractor coordination.
· Assisted with implementation and adoption of Newstar processes supporting construction operations.
· Processed purchase orders and invoices and maintained project and vendor information.
· Coordinated permits, scheduling, contractor documentation, and upgrade tracking.
· Supported construction teams with administrative and ERP-related requirements.
EDUCATION
Seneca College — North York, Ontario
Business Administration



ADDITIONAL INFORMATION
· 20+ years of residential construction industry experience
· Extensive experience supporting low-rise residential construction operations
· Strong background in procurement, contracts, purchasing, vendor coordination, and job costing
· Experienced cross-functional partner to Construction, Contracts, Finance, Sales, Décor, Warranty, and Executive teams
· Available to support procurement, contract administration, construction operations, and ERP-driven process improvement


