Rachel M. Dunham
rachel.m.dunham@gmail.com
(720.432.0768)

OBJECTIVE
My training in leadership, strong communication skills, conceptual thinking, aptitude to oversee and motivate people, understanding of overall objectives, and outgoing personality equips me to be an asset to your team.
EXPERIENCE
Primera Engineers, Chicago, IL

Specification Coordinator 
March ’08 – May ‘11
· Process quality documents for each project.

· Format, edit, and manage specifications for multiple projects at a time.

· Assist engineers in various project oriented tasks.

· Generate weekly project status reports.

· Coordinate project documentation with the engineers, architects, administration, and clients.

BMW Constructors, Whiting, IN

QA/QC Executive Assistant 
Sept. ’05- March ‘08

· Interface between field supervision, quality control, quality assurance, and customer
· Perform various business / personal projects for Quality Manager including travel arrangements

· Create, manage and audit spreadsheets for various quality control functions including: punch lists, hydro-test package indexes, valve information, vendor supplied spools lists, etc.

· Maintain employee’s personal records
· Scan and file documents for package turnover

· Manage and order quality control materials / supplies
· Collect and audit timesheets

· Develop procedures, flowcharts, organizational charts and cost analysis

The Picture People, Merrillville, IN

Senior Assistant Manager 
Sept. ’04 – Sept. ‘05

· Schedule employee’s hours
· Schedule appointments and sold portrait packages to clients
· Audited drawer balances and other records and inventoried supplies

· Verified the proper handling of photographic chemicals based upon OSHA standards
· Trained new employees on photography, sales, and customer service skills

American Airlines, Boston, MA

Flight Attendant 
Jan. ’04 – Sept. ‘04

· Safety / First Aid
· Maintain in-flight documentation

· Meeting passenger needs
EDUCATION

Harold Washington College
 Jan. ‘09 – May 2010
· Worked towards degree in Architecture. 
North Central University
 Oct. ’99 – Jul. ’02  

· Fully-accredited internship program, which develops leadership skills through hands-on training.  
SKILLS

· Proficient at Microsoft Office (Word, Outlook, PowerPoint, Visio and Excel), Adobe Acrobat 7.0, Adobe Reader 7.0, Scan Xtender, Application Xtender, COINS Construction Industry Software, COINS Ti  2. 2, Internet, Scanner, Fax Machine, Phones and Calculator.  Also, have experience with AutoCAD 2010.
