Heidi Sizemore
4607 Archduke Road
Glen Allen, VA 23060
(804) 937-4092

Objective
A challenging and rewarding position as a Project Manager or Estimator in order to succeed and become better.

Summary of Achievements
· Planned, directed and managed designated projects
· Ensured that objectives were accomplished in accordance with outlined priorities
· Analyzed results of operations to find more efficient ways to utilize resources
· Coordinated simultaneous success of several projects
· Delegated responsibilities and designed time schedules
· Negotiated contracts that ensured quality
· Reviewed project status reports during each operational phase
· Prepared weekly project status reports for management
· Prepared all billing applications on a monthly basis

Experience
Blair Dumond, Inc., Richmond, Virginia
Estimator/Project Manager, 2011 to Present

Prepared estimates using ProjectPak software and knowledge with experience in casework and millwork manufacturing. Often used value engineering techniques in order to help customers save and manage money while maintaining a high level of expectation. Managed projects through the shop drawing phase, production phase and the installation phase to completion. Prepared monthly billing statements.  Estimated $9 million dollars worth of projects ranging from $2000 to $ 1.5 million.

The Millwork Specialist, Richmond, Virginia
Sr. Project Manager, 2007 to 2010

Directed and coordinated all activities including installation involving multiple projects through delegated members of project teams using the software available. Experience in MS Project, Excel, Microsoft Word, PowerPoint, ProjectPak and ShopPak. Handled $10 million dollars over 100+ projects while employed. Managed 2 assistants as well as subcontractors on jobsites. Involvement in quality control, inventory and shipping procedures. Updated procedure manuals as needed. Responsible for hiring subcontractors, managing their time and their billing aps.





Blair Dumond Incorporated
Project Manager/Estimator/Purchasing 2005 to 2007

Estimated, sold and managed projects while meeting high production goals using increased efficiency throughout the project management team. Experience in Excel, Microsoft Word and ProjectPak. Handled $5.5 million dollars over 50+ projects. Managed subcontractors and in house employees on jobsites. Relieved purchasing agent with overflow and worked with numerous clients and vendors.






Education

Leed  Training , 2010

AWI Training, 2010

J. Sargeant Reynolds, Richmond, VA
Business English 1986

Cumberland High School
High School Diploma







