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PROFESSIONAL SUMMARY

With a decade of experience as a Construction Of�ce Manager, I have honed my ability to streamline operations and

enhance project ef�ciency across diverse construction environments. My expertise lies in managing complex

administrative tasks, coordinating project schedules, and ensuring compliance with safety regulations while fostering

strong relationships with stakeholders. I am committed to driving organizational success through meticulous planning,

effective communication, and innovative problem-solving strategies.

WORK EXPERIENCE

 Jan / 2018-Ongoing



Construction Of�ce Manager

Maple Leaf Consulting Toronto, ON

1. Developed and maintained a comprehensive database of industry contacts, including vendors, subcontractors, and

regulatory of�cials.

2. Utilized project management software to track project milestones and delegate tasks effectively based on project

manager directives.

3. Monitored budget expenditures and communicated variances to project managers to ensure �nancial compliance.

4. Processed and documented change orders, ensuring timely updates in project management software.

5. Prepared and edited company correspondence, contributing to marketing initiatives and client communications.

6. Facilitated communication between clients, vendors, and management to keep all parties informed about project

progress and changes.

7. Generated detailed project status reports for management review, enhancing transparency and accountability.

 Jan / 2015-Jan / 2018



Construction Of�ce Manager

Silver Lake Enterprises Seattle, WA

1. Managed daily updates on the company website, including logging and tracking subcontractor certi�cations and project

documents.

2. Designed and implemented company forms for ef�ciency, ensuring easy access on the company website.

3. Coordinated travel arrangements for executives and assisted in project closeout processes.

4. Collaborated with project managers to streamline contractor coordination, bookkeeping, and payroll processes.

5. Reviewed estimates and ensured timely payments to subcontractors for all projects.

EDUCATION

 Jan / 2012-Jan / 2015



Bachelor of Science in Business Administration

University of Construction Management Phoenix, AZ

Focused on operations management and project coordination within the construction industry.

SKILLS

Project Management

Software

Construction Budget

Management

Contract Management Of�ce Administration

ACHIEVEMENTS

Implemented a new project management system that reduced administrative processing time by 30%.
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