‍‍Audrey Giacomini
12150 Washington Center Pkwy Apt 10301 Thornton CO 80241| (303)547-5379 | agiacomini10@hotmail.com
Skills & Abilities
Management		
Managing multiple situation simultaneously
Maintaining a well-run establishment utilizing tools to plan for and achieve operational excellence 
Well organized inventory control and management
Communication
[bookmark: _GoBack]Bilingual, fluent in speaking, reading and writing in the Spanish language.
Effective oral, interpersonal communication 
Leadership
Following as well as coaching standards and regulations.
Working as part of a team in a high volume, fast-paced and changing environment.
Experience
Project Coordinator | Distribution Construction | 2016-2017
Determined the project schedule, avoid construction delays by efficiently following through with all site inspection in a timely manner. 
Overseeing daily production, communicating and coordinating work between multiple departments. Resolved differences in interpretation of plans and specifications.
Worked closely with vendors and contractors to overcome any obstacles to ensure timely completion
Oversaw preparation of monthly and final estimates. Processed change orders as the project proceeds and mitigate the costs where possible recognizing production schedule constraints.
Participated in weekly construction status conference calls, documented project status reports and final design, bidding, ordering, created detailed individual project schedule, including timelines for development, construction start and finish dates.
Managed the project through all associated departments. 
ADMINISTRATIVE assistant |Q3 Contracting | 2013-2016	
Planned, coordinated logistics and materials for meetings and staff events.
Screened application resumes, answered and managed incoming and outgoing calls. 
Oversaw daily operations, prepared and distributed payroll for upper management.
Performed accounts receivable duties including invoicing, researching chargebacks, discrepancies and reconciliations.
Created and modified various documents using Microsoft office along with maintaining electronic and hard copy filing systems.
barista | STARBUCKS coffee company | 2011-2013
Providing legendary customer service and quality beverages consistently for customers. 
Maintaining perspective, remaining calm and responding in a professional manner when faced with tough situations.
Ensuring proper cash management
Education
HIGH SCHOOL | 2010 | pinnacle charter
High School Diploma
 college | 2011-2012 | westwood college
Major: Criminal Justice
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