Christine Moore

5433 Brittany Ave. 
Riverside, CA  92506

Home: 951.682.5836
Cell: 951.377.3211

Qualifications
· January 2001: obtained Bachelor of Science in Business Management. 

· Experience in a providing high-level management support.
· Ability to work under and meet demanding schedules.
· Highly effective communication skills.
PROFESSIONAL EXPERIENCE

John Laing Homes, Corona/Irvine, CA
2005 – 2008
Assistant Project Manager 
 

Directly report and aid Project Manager regarding project related issues in addition to managing three multi-million dollar single and multi-family residential communities. Work on matters where analyzing a situation or data and resolving any outstanding issues may be required, requiring identifying the issues and in making recommendations.

· Processed entitlements including State and Federal Permits.
· Civil Engineering and Architectural Plan Interpretation.
· Work on multiple tasks and projects simultaneously.
· Contract negotiation and processing.
· Home Builder HOA representative.
· Budget Management.
· Utility Coordination.
AEI-CASC Engineering Inc., Colton, CA   
2000 – 2005 
Assistant Project Manager  
2003 – 2005 
Position responsibilities include submittal preparation and processing, budget tracking, developing proposals, and department work schedules. Worked directly with Principals regarding highly sensitive information.  

· Detailed level of management for up to twelve on-going projects.
· Familiar with standards and processing procedures.
· Travel coordinating and itinerary preparation.
Senior Project Coordinator 
2000 – 2003 
 
Collaborated with Principals and Project Managers to develop proposals, process plans and client coordination.  Job duties varied from general administration functions, Client development, managing administrative staff and Project Coordinator training.

· Managed agency processing for multiple clients throughout Southern California.
· Established quality control measures for the verification of Client invoicing.
· Developed a procedure manual & checklists for use by Project Coordinators.
Education
Bachelors in Business Management, University of Phoenix, Ontario, CA, 2001
Commissioned Public Notary (State of California),
 Dec. 2005 – 2009 
Skills
	· MS Outlook

	· MS Power Point

	· MS Access

	· MS Excel


	· MS Word

	· MS Project

	· MS Publisher 

	· PC knowledge


	· DRE
	· Budget Management

	· SWPPP Certified

	· SAP


