MICHAEL
ANDERSON

Service Contract Manager

. CONTACT Proficient Service Contract Manager with a diverse background in the construction

industry, specializing in the management of service contracts for large-scale projects.
R, (555) 234-5678 Demonstrates exceptional organizational skills and attention to detail in contract
negotiation and execution. Proven ability to manage multiple contracts simultaneously

Y i i . . . . . ope . .
&4 michael.anderson@email.com while ensuring compliance with project specifications and regulatory requirements.

Q@ San Francisco, CA

@ WORK EXPERIENCE

Service Contract Manager 2020-2023

© EDUCATION

Bachelor of Science in S .

i BuildRight Construction

Construction Management

University of Construction Sciences » Managed service contracts for multiple large-scale construction projects.
AV » Negotiated contracts that resulted in a 15% reduction in project costs.

» Developed a contract compliance monitoring system to ensure adherence to
% SKILLS regulations.

« Collaborated with project managers to align service agreements with project timelines.
o Contract management
« Conducted training sessions on contract management best practices for project

 Project negotiation teams.

Compliance monitoring « Led a project to streamline contract processing, reducing approval times by 25%.

Team collaboration

Performance analysis Contracts Coordinator 2019-2020

Administrative support City Builders Group

o Assisted in the negotiation and preparation of service contracts for construction
*» LANGUAGES projects.

» Maintained organized records of contract documents and amendments.
* English
o Supported the contract management team in resolving compliance issues.

e Spanish

P » Analyzed contractor performance metrics to inform future contract negotiations.
e French - s .

» Facilitated communication between project teams and contractors.

» Provided administrative support during contract audits and reviews.

% ACHIEVEMENTS

o Achieved a 20% improvement in project delivery timelines through effective contract

management.

o Recognized for outstanding service contract management by the Construction
Management Association.

o Successfully implemented a new contract tracking system that improved accuracy by
30%.




