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Professional Summary

Administrator & Project Manager with a background in billing, payroll and management. Highly

organized with an attention to detail to comply with current project goals to ensure success and

delivery of on-time deliverables.

Experience

Deputy Project Manager February 2021 - Present
CF Breeze Management, LLC

Assisted the Sr. Project Manager in organizing and Supervision of HUD CDBG and FEMA
projects in Puerto Rico, Louisiana, and the USVI.

Duties consisted of data management inflows, on-boarding of Subcontractors and suppliers,
received and organized NTP’s and coordination of CO (Change Orders) for the Project.
Implemented construction schedules and worked with the Construction Manager (CM) to
ensure all deliverables were completed on time, handled all Project weekly meetings with
Prime Contractors and Subcontractors, and state meetings to ensure the completion and
close-out of projects. Utilized software in Quickbase, and BuilderTrend to monitor and con-
trol construction processes, document progress and constant communication with the Pro-
gram, Subcontractors and Suppliers.

Coordinated final close-out of the project with the Program Manager and Sr. Project Man-
ager

Managed and coordinated HUD & FEMA Compliance guidelines for Federally funded proj-

ects and Insurance needs to meet contractual obligations
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Office Manager/ Administrator/Supervisor/Safety/Foreman September 2010 - January 2021
Total Safety US Inc.

Compose accurate accounting reports summarizing account totals
Monitor payments due from clients and contact clients with overdue purchase orders
Review, research and resolve purchase order discrepancies

Accurately record and report month end accruals

Enter employee hours daily

Process employee payroll weekly

Enter billing daily accurately

Process weekly billing downloads to submit for payment from clients
Produce accurate estimates for work being provided to clients
Recruiter for influx of employees per client’s request

Field training for influx of employees applying for safety attendant roll
Meeting facilitator

Supervise employees in the field for accuracy, compliance and paperwork

Software

Time force I
Time force 11
Salesforce
Blackline Live
UltiPro

Excel

Microsoft teams
TeamViewer
Microsoft windows
Outlook

Track

Rental man
SAP

Microsoft word
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