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Baldwin Place, NY 10505							(914) 330-4921

SUMMARY

Energetic and Dynamic College graduate, seeking opportunity to contribute capabilities and grow career in construction management.  Key competencies include: Strong written and verbal communications, leadership, results orientation, critical thinking, problem solving, collaboration and influence.

EDUCATION AND TECHNICAL SKILLS

University of Rhode Island - Kingston, RI (May 2016)
Bachelor of Arts, Journalism & Sociology (Double Major)
· New York Real Estate Sales Person License
· Windows and Apple Operation Systems – P2P and MRI 
· Social Media (Facebook. Instagram. Twitter)
· MS Office and MS Project

PROFESSIONAL   EXPERIENCE

STEPPING STONE Construction Management, NY- Project Manager / Superintendent                                                    10/16 – present 

· Developed, planned, updated, communicated and implemented master project  schedule with clients
· Coordinated efforts of sub-contractors, architects, consultants and field laborers as well as overseeing quality of work
· Oversaw daily project/site activities, ensuring adherence to deadlines and schedule
· Ensured  that state, local and federal safety and environmental requirements are met
· Communicated project progress and updates
· Kept management informed on all amendments/RFI’s/ any major updates with schedule or project progress
· Assessed completed project with report and results
· Tackled any extra open items/ Final punch listed all projects (mechanically and architecturally)
· Compiled and kept record of all documentation during the projects
· Attended all management and client meetings / coordinating and spear-headed all sub-contractor meetings on projects
· Wrote up all field work orders/ presented Client with all change orders to be approved 

CBRE, NY – Real Estate Coordinator 								06/16 – 10/16

· Timely distribution of tenant rent statements and utility bills
· Managed service contracts and creation of construction contracts
· Entered and maintained CBRE’s Yardi and MRI systems (procurement to pay)
· Assisted with tenant customer service. 
· Prepared correspondence as needed by the Real Estate Manager. 
· Maintained tenant, vendor, and property files. 
· Prepared internal lease administration documents such as lease abstracts. 
· Tracked certificates of insurance for tenants and vendors.
· Coordinated vendor maintenance issues.
·  Followed up on the status of vendor jobs. 
· Coded and processes all accounts payable. 
· Coordinated and assigned tasks to co-workers within a work unit and/or project.
·  Coordinated the work to be completed by other employees.

ABM Janitorial, NY - Operations Associate. Pace University Campus-Pleasantville NY			   06/15 - 08/15
· Managed work order system and daily building staff assignments
· Inspected and signed off on completed work orders
· Performed general supervision of building staff
· Streamlined and managed overall maintenance of campus buildings

ABM Janitorial, NY - Building Assistant. 452 Fifth Avenue, NY 		                          	        		   06/14 - 08/14
									              	          	   06/13 - 08/13
· Carried out general maintenance of building and mechanical rooms
· Implemented coding system for pipes in mechanical room
· Organized mechanical room tools and equipment
· Handled tenant calls and collaborated with building staff to resolve issues
 
LEADERSHIP ACTIVITIES

Lambda Chi Alpha - Eta Zeta chapter

A Greek movement predicated on partnership and collaboration. Focuses on community service and maturational development of college men.
· High Delta (Recruitment Chair) - Increased membership by 20%                                  2014 - 2015
· (Risk Manager) - Ensure that all members are aware of and observe chapter rules       2015 - 2016
