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Career Experience
Permit Supervisor- Community Development/ Building Inspections Department
City of Allen										                             2023-Present

Under limited supervision, ensures compliance with building and safety codes and standards and permitting processes operate efficiently. This is accomplished by supervising permitting staff, processing permits, and tracking and issuing building permits, certificates of occupancy, contractor registrations, and health permits. Other duties include training staff, ensuring department policies and procedures are adhered to, assisting the Building Official with various projects, coordinating with other departmental staff to serve internal and external customers, and interfacing with other City employees and citizens. This position provides direction to other employees.
· Supervises permitting staff by organizing and prioritizing staff duties, delegating assignments to staff, monitoring the quality and efficiency of operational activities, conducting performance evaluations, coordinating and implementing staff training, ensuring policies and procedures are followed, and recommending hiring, termination, and disciplinary action.
· Oversees and conducts permit activities by accepting and processing permit applications, verifying completeness and compliance with applicable Local and State requirements, reviewing, processing, issuing, and tracking permits for all types, ensuring proper fees are assessed, and resolving public inquiries and customer complaints.
· Enforces City codes for health, safety, and welfare of citizens by coordinating inspections, issuing certificates of occupancy for commercial projects, overseeing the review process for over-the-counter permits, and development of permitting policies and procedures.
· Administers and provides technical support associated with permitting activities by overseeing and coordinating public inquiry on development processes, codes, ordinances, and permit requirements, generating and processing a variety of reports, and maintenance of departmental permitting records.
· Monitors the quality and efficiency of operational activities by facilitating communication between contractors, building inspectors, plans examiners, and other departments.
· Performs accounts receivable and accounts payable functions by collecting cash, reconciling batch reports for accuracy, issuing refunds, processing check requests, reviewing daily cash activities, working with finance on reconciling cash collection accounts, and processing refunds on building permits.
· Supports the department by assisting with special projects as needed, including but not limited to surveys, technical analysis, and special reports. 
· Coordinates and ensures the maintenance and upgrading of applicable technological systems, software, and/or databases in assigned area of responsibility, requesting changes to application process, adding permitting subtypes, creating and refining workflows, requesting addition of addresses to system, and training staff on changes.
· Performs other duties as assigned. 										
United Ag & Turf, Van Alstyne TX                                                                                                                                     2019 – 2022
Transportation Manager
Identified and resolved challenges to ensure uninterrupted operations in the face of equipment malfunctions or employee absences. Reported directly to the COO, maintaining leadership role with 50+ direct reports, including drivers and dispatchers. Conducted interviews, hiring, and firing processes, skillfully matching personnel to roles and responsibilities. Facilitated regular visits to each store and met with drivers, covering diverse regions on weekly basis. Cultivated and fostered strong relationships, allowing for in-depth understanding of each store's needs. Provided inclusive training and onboarding for new employees, confirming seamless integration into team. Coordinated with Fleet Manager to guarantee compliance with DOT regulations and perform regular vehicle inspections. Delivered outstanding results day in and day out, leading to thriving in fast-paced environment.
· Enhanced performance and upheld high standards of excellence by implementing employee evaluations and correction plans.
· Pioneered development of processes and procedures to facilitate company's growth, and enhance overall efficacy/performance.
· Generated weekly and monthly hauling statistics reports to provide key insights to support strategic decision-making.
· Attained optimal efficiency and adherence to timelines and guaranteed deliveries and pick-ups by monitoring driver schedules.
· Elevated operational efficiencies and optimized cost-effectiveness, resulting in significant increases in loads and productivity.
Rockport Construction	2016 – 2017
Junior Project Manager 
Oversaw processing of pay applications and billing procedures while managing notary duties and QuickBooks management. Facilitated simultaneous support for multiple projects, catering to specified requirements of clients and project team. Maintained prompt and effective communication with subcontractors, property owners, managers, and other stakeholders throughout all project engagements. Skillfully managed submittals and RFI's, ensuring seamless coordination between all parties involved in each project. Showcased expertise in preparing comprehensive contracts and essential project documents for seamless execution.
· Implemented additional value-added initiatives to optimize project efficiency and ensure top-notch service delivery.
· Exhibited a keen eye for detail and a proactive approach, resulting in enhanced project outcomes and client satisfaction.
· Acted as a key liaison between various project stakeholders, fostering a collaborative and productive work environment.
· Leveraged excellent organizational skills to prioritize tasks, maintain project timelines, and deliver exceptional results.
· Identified new professional development opportunities and upheld strong commitment to excellence.
Crowne Plaza Hotel Downtown Dallas, Dallas, TX	2015 – 2017
Executive Assistant – Hotel Operations
Supported property owner as Executive Assistant by maintaining daily onsite presence and orchestrating seamless involvement in all aspects of hotel operations and management. Oversaw food and beverage operations for Bar and Nightclub by implementing streamlined processes and increasing profitability. Performed range of administrative and clerical duties to facilitate smooth functioning of various departments.
· Achieved accurate financial tracking and reporting for hotel's financial health by managing all aspects of accounting tasks.
· Contributed to productive business meetings, engaging in discussions regarding new projects and providing valuable insights to drive business growth and development.
· Heightened brand visibility and enhanced market presence for hotel by developing and executing highly successful marketing strategies.
Expertint, Frisco Tx	2000 – 2014
Owner | Sales | Office Manager |Bookkeeper
Exhibited exceptional expertise in spearheading and overseeing Project Management for diverse commercial projects, ensuring timely delivery, budget adherence, and client satisfaction. Executed HR duties, such as talent acquisition, employee onboarding, performance evaluations, and fostering a positive work environment to enhance team morale and productivity. Oversaw billing, accounting, and payroll tasks, streamlining financial processes, maintaining accurate records, and confirming compliance with regulatory standards.
· Spearheaded establishment and transformation of innovative retail window tinting store, propelling business from a mere concept to thriving and fully operational enterprise.
· Orchestrating purchasing functions by conducting thorough market research, negotiating contracts, and establishing strong vendor relationships to secure cost-effective and high-quality supplies for organization.
· Surpassed revenue targets to drive company profitability and expansion by leading sales efforts, identifying new business opportunities, and nurturing client relationships.

Staffing Supervisor – Pro Staff, Plano, TX                                                                                                                            1998-1999
Additional Experience - Various Temporary/Staffing Agencies                                                                                           1996-2014
Construction Project Management | Corporate Property Management / Onsite leasing and management| Leasing | Temporary jobs for 10 plus years in various industries |Jackie of all trades and master at some | Sales |Transportation/Logistics |Real Estate |Accounting |Assistant to CFO | Executive Assistant for many attorneys | Automotive business / leasing |Billing/ QuickBooks \|New home sales for new construction | Marketing | Proofreading | Printing | Digital Creativity | Social Media | 

Few of the companies – Mary Kay corporate, Dr. Pepper, Apple One Staffing, Ebby Halliday, Highland Homes, Lincoln Property Company, Too many property management companies to list,
Realtor License, Texoma School of Real Estate 2000 
Realtor Licenses, Champion School of Real Estate (Re licensed) 2023
Permit Technician Certificate through the ICC
Willing to take on any education to further my career and set me up for retirement.
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