Alexander J. Papson		(724) 831-3299	PapsonA@outlook.com
Jonathan M. Lowery
728 Sequoia St.
Pittsburgh, PA  15237
412-477-7746
Lowery.jonathan@outlook.commmmmm 




[bookmark: _GoBack]
PROFESSIONAL SUMMARY
Top-performing, strategic-thinker with more than five years of experience in project management. Adept at coordinating internal resources and third parties to ensure flawless execution of assigned projects. Experience in managing large scale projects from the initial requirements-gathering phase to completion. 

WORK EXPERIENCE
Assistant Project Manager				  						      2016 – 2018
Sargent Electric, Pittsburgh, PA
· Performed various estimating tasks throughout the bidding process
· Drafted, tracked, and submitted all RFI’s and submittals
· Scheduled and monitored material and equipment to be delivered to the jobsite
· Coordinated communications between office and field staff
· Organized, filed, and maintained current job documents and logs
· Tracked and reported project status updates
· Collected superintendent daily reports, project photos, safety documentation
· Managed day-to-day operations of the jobsite
Key Accomplishments:
· Held role in securing bid worth over $20 million
· Finished multiple jobs on time and in line with budget expectations


Assistant Manager							  			          2015, 2018- 2019
Hoffman Property Management, Pittsburgh, PA
· Accomplished financial objectives by collecting rent, paying bills, and forecasting an annual budget
· Maintained properties by investigating and resolving tenant complaints in a timely fashion
· Inspected units in preparation and planning for renovations and repair
· Contracted all maintenance, landscape, and snow removal services; supervising repairs
· Performed various demolition, labor, and remodeling duties when necessary

EDUCATION
Business Administration	       									      2010 – 2014
Washington and Jefferson College, Washington, PA

PROFESSIONAL SKILLS
· Exceedingly proficient computer/technological skills, e.g. ACCUBID, Microsoft operating system, Microsoft Office, BlueBeam Revu, Adobe Acrobat Pro, Procore, etc.
· Working knowledge of firm budgeting and cost/profit function analysis
· Exceptional organizational, record keeping and documentation skills
· Described as an excellent leader, communicator and quick learner by employers, professors and coaches
