Amanda Lee Jurczyk                                                                  	5523 S. Moore Street Littleton, CO 80127   

mandaj812@aol.com • Cellular 702-285-3242

Administrative Assistant/ Coordinator
Objective
Seeking a challenging opportunity where I will be able to utilize my organizational skills, educational background, and ability to work well with people, which will allow me to grow personally and professionally. I am self-motivated and able to work both independently and as collaborative team member.
Summary of Qualifications
Document Creation and Maintenance. 
•	Utilized skills in MS Excel, creating spreadsheets to effectively track contracts, change orders, building permits, addresses, and subcontractor information.
•	Composed, edited and sent newsletters to inform subcontractors about project information and meetings.
Administration 
•	Data entry for subcontractor information and
•	Answered phone calls and e-mails to provide details on filing deadlines and application status.
•	Established and maintained database of approved subcontractors and suppliers for several departments within the company.
Customer Service
•	Provided a high level of customer service and client relations based on outstanding communication and interpersonal skills.
•	Verified quote and sales order data for customer orders to provide better customer service
•	Established and maintain effective business relationships with external and internal customers, improving communication between customers and company.

Employment History
OMNI-X, Englewood, CO	March 2011 to Present
Quoter/ Customer Service
•	Quoting bend tooling for customers based on their request and our recommendations per each project application
•	Established and maintain effective business relationships with customers to answer questions about their quotes, orders, and providing necessary information needed for their bending application

Various Companies, Las Vegas, Nevada	March 2009 to February 20010
Production Assistant
•	Worked on TV production sets doing administrative duties as needed.

Southern Nevada Paving, Las Vegas, Nevada	August 2006 to October 2008
Jr. Estimator
•	Used large format printers, plotters, and scanners for bid take off quantities.
•	Blueprint Reading and Analysis for grading and paving plans, CAD Drafting, Reading Soils Reports, Reviewing plans specifications for structural backfill and grading details.
· Estimating and Take of quantities for grading and paving, and some experience with structural excavation estimating

Concordia Homes of Nevada, Henderson, Nevada	June 2005 to August 2006
Assistant to Purchasing
•	Contacted subcontractors to schedule bid meetings, award of contract, and handle communication throughout the beginning of project to competition
•	Answered subcontractor questions to provide details on project and meeting information.
•	Developed summary reports for accounting department and projects.
•	Coordinated schedules and resolved scheduling conflicts for purchasing manager and construction manager.
•	Efficiently operated copy, scanner, and printer machines to reduce equipment misuse.
•	Used large format printers, plotters, digitizer boards, and scanners for bid take off quantities.

Education
University of Nevada Las Vegas, Las Vegas, Nevada	
Interior Design
College of Southern Nevada, Las Vegas, Nevada	
Building Technology
Skills
•	Confidential Correspondence and Data, Document Creation and Maintenance, Editing and Proofreading, Appointment Scheduling, Knowledge of Office Equipment (Copier/Fax), Data Entry, Customer Service
•	Administrative Support, Agenda and Event Coordination, Call Screening, Meeting Minutes, Basic Secretarial, basic Computer Maintenance, Mail Handling, Efficiency Improvements, Purchasing and Inventory, Correspondence & Presentations, Meeting / Event Planning, Mail Routing
•	Research and Reporting, Vendor Management, Schedule Coordination, Regulator Reporting and Communications, Typing / Data Entry, Travel Itinerary Development, Stocking supplies and Inventory
•	Blueprint Reading and Analysis, CAD Drafting, Reading Soils Reports, Reviewing plans specifications, Estimating and Take of quantities for grading and paving, and some experience with structural excavation estimating
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