Joel E. DeMunbrun
6716 Deer Run, Alton, IL 62002
Joeldemunbrun@gmail.com
618-791-3330
Education
Southern Illinois University Edwardsville				                 Edwardsville, IL
Bachelor of Science							                 Graduation: May 2013
· Major:  Business Administration / Focus: Economics
· Minor:  Speech Communication
Employment History
Supervisor									    August 2013 
LGS Staffing – BMS Catastrophe
· Coordinate schedule with client and contractor.
· Supervise work and materials used.
· Ensure project scope is completed on schedule.
Warehouse Administrative Assistant 				                 June 2013 – July 2013
[bookmark: _GoBack]LGS Staffing - BMS Catastrophe
· Assist Project Manager where needed.
· Review and back up inventory lists.
· Facilitate inventory flow and cooperation among teams.
Clerk 								                             June 2008 – June 2012
Law offices of Goldenberg, Heller, Antognoli, & Rowland, P.C.	     	
· Managed essential off site filing systems for all areas of practice. 
· Created file indexing and tracking systems.
· Performed data entry of sensitive client information.
· Submitted legal documents with courts.
· Performed office duties: answered phones, copy projects, word processing, and organized mail.
· Conducted research in support role.
Painter 								                May 2007 – August 2007
EDC Drywall
· Coordinated with contractors on new construction sites.
· Outlined job process and timeline to home owners.
· Performed general labor duties.
Computer Skills
· Proficient in Microsoft Office
· Exposure to SAP
· Experienced in Paradox Database Systems
Academic Accomplishments
· Major Fields Test in Business Score: 92nd Percentile
· Senior Business Strategy Game: Industry Champion & Global Top 100 Performance
