	15642 gADSDEN dRIVE, bRIGHTON, co 80603

	Phone 719-351-1550 • E-mail geneva9486@yahoo.com


GENEVA PATTISHALL
	Employment History 

	
	2010 – Present  Bergelectric Corporation  Denver, CO
Office Manager
· Process all Contracts and Change Orders
· Enter and bill all Service Work Orders

· Labor Tracking

· Maintain BAT registration

· Travel Arrangements

· Plan Company Events

· Prepare monthly percent complete report 

· Supervise office staff 

· Handle all HR and new hire paperwork

· Liaison to Corporate office

· Order all office equipment and IT needs
· Prepare all Prequalifications and Company presentations
· Back-up for branch office payroll
2007 – 2010
McBride Electric, Inc.   Englewood, Colorado

Contract Administrator
· Pre-qualified and evaluated potential customers to ensure credit worthiness

· Worked closely with Accounting to coordinate customer billing; prepareD all AIA billings

· Documented change orders, bulletins, backcharges, extras, etc.

· Oversaw certified payroll for assigned projects

· Prepared monthly percent complete report and over/under calculations

· Supervised office staff 

· Reviewed all contracts

1993 – 2007   Berwick Electric, Inc.   Colorado Springs, Colorado

Contract Administrator/Project Manager
· Managed projects and worked very closely with foreman, crews, purchasing, accounting and General Contractors.

· Purchased major material for the projects

· Coordination of all contract job related paperwork, job costing, 
· Proposal Presentations

· Office payroll backup

· AIA billings

· Coordinated monthly job recaps with all Project Managers

1989 – 1993
Riviera Electric     Colorado Springs, Colorado

Office Manager/Project Coordinator
· Process all Contracts and Change Orders
· Labor Tracking

· Coordination of all contract job related paperwork, job costing, proposal presentations, branch office payroll, AIA billings, purchasing
· Coordinated monthly job recaps with all Project Managers
· Bureau of Apprenticeship and Training liaison for branch office

· Supervised office staff 

· Plan Company Events

· Handled all HR and new hire paperwork 

1983 – 2006
Interior Trim Complete, Inc.    Colorado Springs, CO
Co-Owner
· Company furnished and installed interior trim for residential tract and custom homes.
· All lumber was precut, stained, lacquered in house and then installed on-site.
· Supervised staff of 30 people.
· Purchased materials and managed inventory control

· Payroll for 30+ employees
· Marketing 
· Prepared bids for tract and custom homes 








	Education

	
	· Minot State College, Minot, ND

· Regis University, Colorado Springs, CO

· Colorado Springs College of Business
Continuing Education, Licenses, & Certifications

· BHS, Incorporated

             1995 - Estimating Training Seminar

· National Electrical Contractors Association

             1995 - Electrical Estimating
· U.S. Army Corps of Engineers
Construction Quality Management for Contractors Certification

· Project Management Process – McBride Electric’s Employee Course



	

	PROFESSIONAL COMMUNITY INVOLVEMENT

	· El Paso County Contractors Association -  Past President

· National Association of Women in Construction (NAWIC)

· Colorado Springs Executives Association (Past board member)

· Homebuilders Association of Colorado Springs – Women’s Council President












