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Job Posting: Administrative Assistant – Construction Logistics and Billing
Position Title: Administrative Assistant – Construction Logistics and Billing
Location: East Granby, Connecticut  
Employment Type: Full-Time
Company Overview:
Galasso Materials LLC is a leading construction company and materials supplier dedicated to delivering high-quality 
projects while maintaining efficient operations. With a focus on safety, teamwork, and excellence, we are seeking a 
detail-oriented Administrative Assistant to support our logistics and billing processes in the construction and materials 
supply industry.
________________________________________
Key Responsibilities:
•	 Data Entry: Accurately input project-related data, including material orders, construction contracts and subcon-

tractor information, into company systems.
•	 Customer Communications: Professionally handle email and mail correspondence with clients, addressing 

inquiries and providing updates related to project progress and billing.
•	 Invoicing/Billing: Prepare, review, and send invoices to customers for completed work or progress billing, 

ensuring all details align with project agreements.
•	 Subcontractor Agreements: Review subcontractor agreements for compliance with company policies and 

project requirements.
•	 Credit Applications: Manage the review and maintenance of client credit applications, ensuring proper docu-

mentation and approvals are in place.
•	 Daily Ashpalt Tickets: Enter and reconcile daily asphalt tickets for construction material deliveries and purcha-

ses, ensuring accuracy and proper documentation for billing and project records.
________________________________________
Qualifications:
•	 High school diploma or equivalent; an associate degree in business, accounting, or a related field is preferred.
•	 Prior administrative experience in the construction industry is highly desirable.
•	 Familiarity with construction management software (e.g., Procore, Sage 300) and accounting tools is a plus.
•	 Strong proficiency in Microsoft Office Suite (Word, Excel, Outlook).
•	 Excellent organizational skills and keen attention to detail.
•	 Ability to manage multiple tasks, prioritize effectively, and meet deadlines.
•	 Strong written and verbal communication skills, with a professional demeanor.
________________________________________
What We Offer:
•	 Competitive pay based on experience.
•	 Comprehensive benefits package, including health insurance, retirement plans, and paid time off.
•	 Opportunities for professional growth within a dynamic and growing construction company.
•	 A collaborative and supportive work environment that values teamwork and excellence.

To Apply: Please send your resume and a brief cover letter to KLamontagne@galassomaterials.com
Galasso Materials LLC is committed to creating an inclusive environment for all employees and encourages appli-
cations from all qualified individuals. We are an affirmative action equal-opportunity employer.

Administrative Assistant
Construction Logistics and Billing

ELM CITY COMMUNITIES 
Request for Proposals

Energy Consultant Services
The Housing Authority of the City of New Haven d/b/a Elm City Communities 
is currently seeking proposals from qualified firms Energy Consultant Firms. 
A complete copy of the requirement may be obtained from Elm City’s Vendor 
Collaboration Portal 

https://newhavenhousing.cobblestonesystems.com/gateway  
beginning on 

Monday, March 10, 2025, at 3:00PM.

   
 

   
 

 
Os membros do público são convidados para    

 
REUNIÕES DE INFORMAÇÃO PÚBLICA PRESENCIAIS E VIRTUAIS 

 DEPARTAMENTO DE TRANSPORTE DE CONNECTICUT  
Projeto Estadual nº 151-331  

Substituição do Trevo Rodoviário da Interstate 84/CT Route 8 (Mixmaster) em Waterbury  
 

Eventos de Portas Abertas Presenciais: 
Quinta-feira, 27 de março de 2025, 16:30 – 18:30 

John F. Kennedy High School  
422 Highland Ave, Waterbury, CT 06708  

 
Quarta-feira, 2 de abril de 2025, 17:30– 19:30 

Maloney Interdistrict Magnet School  
233 S Elm St, Waterbury, CT 06706  

 
Evento de Portas Abertas Virtual 

Terça-feira, 1 de abril de 2025, 12:00– 13:30 
Inscrição: newmixwaterbury.com 

 
Aqueles que comparecerem a um Evento de Portas Abertas terão a oportunidade de participar de nossos sorteios 

de vários vales-presente no valor de US$25,00. 
 

O Departamento de Transporte de Connecticut (CTDOT) está sediando a série final de reuniões de informação 
pública sobre o Estudo de Planejamento e Ligações Ambientais (PEL) do New Mix da I-84 em Waterbury em março 

e abril.  
 

O objetivo do Programa New Mix é atender às necessidades de longo prazo do trevo rodoviário da Interstate 84 e 
da Route 8, uma estrutura vital que faz parte do sistema de transporte da grande Waterbury.  

 
A equipe do New Mix compartilhará os resultados do estudo, incluindo recomendações e alternativas finais, 

reimaginando o futuro do Mixmaster. O público e as partes interessadas da comunidade são incentivados a dar seu 
feedback e fazer perguntas sobre o programa. 

 
Os membros do público podem enviar comentários e perguntas durante o período de comentários públicos de 

duas semanas após as reuniões. Comentários e perguntas diretas até 16 de abril de 2025, 
para thenewmixwaterbury@gmail.com, 203-759-8742, ou newmixwaterbury.com/contact-us.     

 
                                                                                      ACESSIBILIDADE 
A reunião do Zoom terá legendas ao vivo em inglês e tradução de áudio em tempo real em espanhol e português. 

A gravação da reunião será publicada após a reunião no 
 New Mix Waterbury YouTube Channel e CTDOT’s virtual public meetings playlist. 

Para indivíduos com acesso limitado à Internet, favor ligar para (877) 853-5257 com o ID da reunião 867 3982 
7743. As informações do projeto podem ser enviadas pelo correio em uma semana entrando em contato com 

Jonathan Dean, P.E., em  Jonathan.dean@ct.gov ou 860-594-3211. Para deficiências auditivas/de fala, favor discar 
711 para Telecommunications Relay Services (TRS). Solicitar assistência linguística da Assistência Linguística do 

CTDOT em (860) 594-2109, pelo menos, cinco dias úteis antes da reunião. 

Galasso Materials LLC, contratista de canteras y pavimentación, tiene vacantes 
para la próxima temporada de construcción. Buscamos candidatos para diversos 
puestos, incluyendo: Despachador de báscula, Operadores de equipo y Obreros. 
NO SE ACEPTAN LLAMADAS. Envíe su currículum vitae y carta de presentación 
a la dirección "Gerente de Contratación", Galasso Materials LLC, Apartado Postal 
1776, East Granby, CT 06026.

Galasso Materials es un empleador que promueve la acción afirmativa y la igualdad de oportunidades. Todos 
los solicitantes serán considerados sin importar su raza, color, religión, sexo, orientación sexual, identidad de 
género, origen nacional, condición de veterano o discapacidad.

Galasso Materials LLC, a quarry and paving contractor, has positions open for the upcoming 
construction season. We are seeking candidates for a variety of positions, including:  Scalehouse 
Dispatcher/ Equipment Operators and Laborers. NO PHONE CALLS. Please mail resume and cover 
letter to “Hiring Manager”, Galasso Materials LLC, PO Box 1776, East Granby CT 06026. 
Galasso Materials is an Affirmative Action/Equal Opportunity Employer. All applicants will be conside-
red for employment without attention to race, color, religion, sex, orientation, gender identity, national 
origin, veteran or disability status.

DESPACHADOR DE BÁSCULA, 
OPERADORES DE EQUIPO Y OBREROS.

SE ALQUILAN 
APARTAMENTOS 
EN NEW HAVEN 

SE ALQUILAN VARIOS  
APARTAMENTOS 

1. Apartamento de 2 DORMITORIOS
2. Apartamentos con cuartos individuales en 
la cual se comparte la sala, cocina y baño.

Morris St.
No se aceptan mascotas.

203-376-0864

norma@lavozhispanact.com


