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HISTORY

GIRL IN THE CHAIR CONSULTING LLC

OWNER | JULY 2022 - PRESENT

* Consulting/freelancing services for construction companies who need back-end administrative, project management assistance

e Helps to create SOP's and processes for a better work flow

e Handles administrative tasks such as e-mails, bid management, follow-ups, and assisting with RFI's, submittals, change orders,
vendor pricing, purchase orders, bid solicitations, pay-apps, and invoices

e Manages multiple clients and assignments throughout the week

e Work with both GC's and subcontractors

COMPLETE OFFICE INTERIORS INC

PROJECT COORDINATOR/EXECUTIVE ASSISTANT

e Oversaw projects from beginning to end (ITB > RFP > CLOSEOUT)

* Elevated the level of clientele the company saw, going from school funded projects to high-end multi million dollar projects
e Performed takeoffs using Measure software to determine quantities and types of flooring such as VCT, carpet, wood, LVT, etc.
e Managed commercial projects such as multiple Cartiers, Fendi, Alexander McQueen, Aesop, Piaget, Dior, and Gucci

» Performed light accounting such as entering payables and receivables

e Worked remotely with access to CEQ's work and home computer

® Booked travel arrangements as needed

MDG DESIGN + CONSTRUCTION

PROJECT ADMINISTRATOR

e Executed Change Order Proposals and covered AIA Change Orders

e Sent drawings to subcontractors for bid proposals and created leveling sheets to compare
e Sentand tracked RFI's and sub totals

e Maintained various logs for project managers and architects

e Created Cost Analyses and cost data sheets for scope of work

® Processed and submitted G204 Certificates of Substantial Completion

e Created project matrixes for apartments in low income housing projects



