David W. Quinn
4611 Kirchoff Road, Apt. 12 ( Rolling Meadows, IL 60008 ( (224) 531-1820 ( DWQuinn79@gmail.com

Profile 
Motivated business professional with years of experience  working in high-pressure situations. Desire a position that is challenging and rewarding in which my dependability, initiative and work ethic provide opportunites for success and potential for growth. 
Skills Summary
	· Legal Drafting

· Project Management
· Report Preparation 
· Correspondence

	· IT Proficient
· Customer Service 
· Scheduling
· Desktop Publishing

	· Activity Coordinator 
· Accounting/Bookkeeping
· Professional Presentations
· Payroll


Employment History
PLUM CREEK SUPPORTIVE LIVING – Rolling Meadows, Illinois 2011-2012
LIFE ENRICHMENT FACILITATOR/SOCIAL MEDIA DIRECTOR
· Researched, planned and coordinated creative and appropriate activities for residents.

· Designed and published the monthly community newsletter.

· Marketed and promoted organization through contacts in local businesses and chambers.

· Coordinated various community events to showcase our facility.

· Computer Repair and IT work for the facility.

· Developed and maintained various databases to track residents and finances.

· Implemented Intuit Payroll.

· Processed unemployment claims.

· Developed and maintained social marketing campaigns to grow the brand recognition of the facility.

STATE OF ARKANSAS – Little Rock, Arkansas 2004 – 2010
AR DEPARTMENT OF HUMAN SERVICES (2009-2010)

AR Bureau of Legislative researcH(2007-2009)
AR Department of PARKS & TOURISM(2004-2007)
Legal assistant/legislative assistant 
· Prepared and drafted legislation and resolutions for the Arkansas General Assembly.
· Tracked and reported statuses of bills and amendments to elected officials.
· Assisted in developing and maintaining a database to track adoptions in Arkansas.

· Prepared correspondence for elected official’s constituents.

· Tracked and maintained database for 11th Division Juvenile cases.

· Maintained personnel files.

· Digitized personnel files to store on a central based server.

· Processed and tracked unemployment claims.

· Prepared and advertised job vacancies.

· Assisted with and audited payroll.
CENTER FOR ARKANSAS LEGAL SERVICES – Little Rock, Arkansas 1997-2002

legal assistant/PERSONAL ASSISTANT
· Interviewed and qualified candidates for legal services based on family’s ability to pay.

· Maintained personnel files.

· Maintained internet and intranet web sites.

· Prepared newsletters and e-mail alerts for the legal community.

Volunteerism
American cancer society– Rolling Meadows, IL 2011 - Present

Committee Member for Bark for Life

Little Rock capitol pride– Little Rock, Arkansas 2006-2008


Founder/President

Education

Pulaski technical college – Little Rock, Arkansas 2006-2008

References

Bryan T. Kellar

 
Director of ADPT Outdoor Grants (retired)
 501-425-2050
Jennifer Dyrek
 
 

Practice Manager



 
708- 715-4407
Gray Allan Turner


Attorney for 11th Division Juvenile, ADHS 
501- 682-6629
Leslie Walter

 
Personal 





501-553-5161
