KARIANNE KLENJOSKI
11394 Quivas Way | Westminster, CO 80234 
H (303) 997-6096 | C (303) 907-0905 | kklenjoski@hotmail.com


PROFILE SUMMARY

Dynamic, results-driven professional with experience in all aspects of project coordination and management. Able to ensure integrity and delivery of multiple projects with respect to time, budget, scope, change, risk and resources. Skilled in assessing project issues and identifying solutions to meet productivity, quality and customer goals. Demonstrate the ability to work with project teams and key stakeholders to devise best practices and continuous improvements of project delivery across the enterprise. Core competencies:
	· Creating Project Schedules
· Vendor & Staff Management
· Safety & Code Compliance

· Project Related Accounting
	· Streamlining Processes/Procedures
· Multifunctional Team Collaboration
· Project Reporting & Documentation
· Meeting Goals, Budgets & Deadlines
	· Project Management
· Budget Development
· Relationship Building
· Operations Management





PROFESSIONAL EXPERIENCE

GOODWILL INDUSTRIES | Denver, CO                                                                                           2008 to Present

Real Estate Project Coordinator, 2013 to Present
Manage properties in the Goodwill portfolio including overseeing maintenance, administration and construction of all commercial properties. Manage project documents and reports including subcontractor agreements and purchase, change and work orders. Coordinate punchlists, generate work orders, revise project schedules, archive closed-out jobs and follow up on all outstanding change orders. Collaborate with all departments within the organization to ensure all tasks are met on time and within budget. Supervise vendors and staff.
· Work directly with the V.P. of Real Estate and consulting group to coordinate the construction of new retail stores from the ground up or build to suite.     

· Manage an internal team of 15 who assist with new store openings.

· Identify and recommend effective sustainable methods to minimize the organization’s impact on the environment.
· Hold weekly project team meetings to ensure all deadlines are met and address concerns among project team, vendors, consulting group and general contractor.
· Instrumental in avoiding disputes and claims by partnering with Accounting department on owner billings and project related accounting issues.
· Create and coordinate project schedules and ensure job scopes are followed to ensure work proceeds within scheduled timeframe.

· Manage all phases of the bidding process; create comprehensive proposals, email correspondence, RFI’s and daily reporting. 
Coordinator – Real Estate and Special Projects, 2010 to 2013
Coordinated and managed new store openings to ensure task completion met opening deadlines. Planned store grand opening activities and VIP events. Maintained efficient and clean retail and donation centers. Monitored repairs with Safety and Maintenance Managers.
· Played role in developing the annual capital budget for store and donation center site acquisitions. 
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PROFESSIONAL EXPERIENCE, Continued
· Developed and maintained strong working relationships with internal and external customers.
· Collaborated with Real Estate and Special Projects Director on new store and donation center tenant improvement projects. 
· Supported Director of Real Estate and Special Projects in new store and donation center lease negotiations by maintaining and updating files.
Administrative Assistant – Retail Operations, 2008 to 2010
Provided support by participating in special projects. Identified solutions to improve processes, communication and coordination across teams. Coordinated efforts with the Vice President of Retail Operations and multiple contractors in the planning, execution and opening of new retail stores.
· Collaborated with advertising agency to produce media collateral for monthly retail sales.

· Recruited and managed volunteers for Goodwill sponsored community events.
· Assisted in coordinating retail store grand openings by selecting and purchasing goods for 16 stores.
DENVER HEALTH & HOSPITAL AUTHORITY | Denver, CO                                                           2007 to 2008

Executive Assistant                                                                      
Supported General Counsel by maintaining calendar, arranging travel, making administrative decisions and handling legal matters in a confidential manner. Ensured all legal correspondence and reports were completed accurately and on time. 
· Managed office expenditures, reviewed expense reports for verification of spending/funding allocation and maintained petty cash.

· Prepared, distributed and monitored transmittal of contracts and related correspondence.

GOODWILL INDUSTRIES | Denver, CO                                                                                                 2001 to 2007
Administrative Assistant

Coordinated, organized and prepared all board committee, director and manager meetings.  Led processes to ensure ongoing reports and deadlines were met. Provided updates to Vice President on an ongoing basis.               
· Directed marketing projects, compiled data for research projects and prepared reports.

· Maintained calendar for Vice President of Workforce Development.


COMPUTER SKILLS
Proficient in Microsoft Word, Excel and Outlook
