Andrea Mesiak

5380 S. Vivian Street, Littleton, CO  80127

Mobile:  303-910-1176

Email:  mesiak@msn.com
Highly motivated professional with experience in competitive markets of telecommunications and finance.  This includes 6 years of experience in data management and contracts administration, and 15 years of experience in sales and account management.  Proven track record of achieving corporate goals while providing exceptional customer service.  Seeking position of project coordinator, business manager, account manager, or comparable.  Professional, driven to succeed, agile and steadfast.
Core Competencies
Contract Management / Account Management / Solution Sales / Relationship Management
   Contract Negotiations / Customer Service 
 


Highlights of Professional Experience

G4S Technology LLC, Centennial, CO





7/2007-12/2013
Data Manager/Contracts Administrator
· Coordinated with Project Managers and Engineers to prepare RFPs and RFQs for subcontractor and vendor bids for fiber optic builds.
· Managed and administered subcontract agreements, vendor agreements, and service agreements from pre-solicitation phase to final payment and closeout.  This includes subcontractor pre-qualifications, RFQs, evaluation and award of the subcontract;  preparation, execution and management of subcontract documents and associated paperwork; tracking and reporting subcontractor progress; approving and processing invoices for payment; enforcing the requirements for deliverables; managing change order requests; monitoring and providing direction in accordance with the project schedule and the subcontract.
· Completed all aspects of reporting to include; project budgets, tracking, analyzing, and reporting cost and revenue variances, prepared monthly financial forecasts, and reported progress and challenges of projects on monthly progress reports.
· Managed material/purchasing agreements, purchase requisitions, and requisition approvals.
· Managed materials received/handling, distribution, inventory control, and invoice verification.
· 2013 Spirit Award Nominee.
· Proficient with Microsoft Office programs including Excel.  Used financial and sales management software to include JD Edwards and USQUEST.
 Level (3) Communications, Englewood, CO 




2006-2007
Account Executive, Business Markets Group 
· Devised marketing strategies for newly developed sales group.
· Effectively presented value proposition of Level (3)’s products and services to large enterprise customers, prepared and negotiated proposals. 
Pulte Mortgage, LLC, Denver, CO






2005-2006
Loan Counselor

· Managed monthly sales funnel averaging 70+ customers and 100+ loans on a monthly basis equating to a loan amount value exceeding $19,000,000.00.
· Processed approximately 200 new loan applications annually.
· Closed an average of 12 loans per month.

· Successful in securing loan applicants to use Pulte Mortgage with a capture rate of 92%.

· Achieved an average of 90% customer satisfaction by providing exceptional customer service.



· Performed sales and logistic functions related to meeting the financing needs of loan applicants.
· Secured loan approval, reviewed rate lock parameters and negotiated rate and counter offers.  Prepared and distributed all federal and state disclosures, reviewed files for regulatory compliance.
· DU, LP, CLOUT certified and licensed in the State of Illinois.
Universal Lending Corporation, Denver, CO





2004-2005
Loan Originator

· Successfully devised cross-marketing programs with other professionals to develop customer base in a difficult economy.

· Closed average of 3 loans per quarter equating to total loan value exceeding $2,000,000.00 annually. 
· Top 10 peer performer.  
Qwest Communications, Denver, CO





2001-2003
Account Executive, National Business Accounts

· Received Top Account Executive Award of the Month achieving 253% of quota.
· Sold voice and data solution to major enterprise accounts.

· Generated sales by cultivating customer base, networking, cold calling, and vendor relationships.
 ACS Dataline, Denver, CO






2000-2001
Account Executive
· Generated new business through aggressive prospecting, networking and referrals.

· Primarily focused on high-end voice and data cabling infrastructure for medium sized to large enterprise accounts, and successfully demonstrated cost effectiveness of superior quality copper and fiber optic cabling infrastructure solutions.  BICSI Certified.
 ICG Communications, Denver, CO






1999-2000
Account Executive

· Specialized in voice services and dedicated transport generating new sales to large businesses through aggressive prospecting and networking.
· Built and maintained referral base by establishing strong vendor and customer relationships.
· Directly involved with SONET fiber build project resulting in a quarter million dollar contracted sale and multi-million dollar revenue opportunity.
 AirTouch Paging, Fort Myers, FL






1991-1999


Major Accounts Manager


· Built and maintained customer relationships, negotiated contract renewals, and sold upgrade services to over 300 enterprise customers. 

· Consistently met and exceeded company goals for customer satisfaction, negotiating contract renewals, sales of upgraded products, and reduced churn.
· Recognized for highest customer satisfaction rating in the southwest region.
EDUCATION:
Edison State College, AA Degree, Fort Myers, FL
REFERENCES:



Duke Horan



Previous General Manager at G4S Technology LLC



303-472-9027



Boyd Hebdon



Project Manager, Supervisor at G4S Technology LLC



303-858-8087



Ken DeRose



Program Manager at G4S Technology LLC



303-858-8087

