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Sabrina Rutledge
	Objective
	Increase productivity and profitability by utilizing my 6 years of project management/project coordination experience to increase bottom line savings

	Experience
	11/2009-01/2012
Minol USA                                                                                  Addison, TX

Project Coordinator/Manager  

· Managed up to 90 nationwide projects concurrently from contract execution to final invoicing
· Authored audit methodology ensuring 100% completion and accuracy of installations 

· Responsible for purchasing and shipping logistics for all materials for installation and service work 
· Maintained insurance, HUD and Military documents and contract compliance
· Generated invoices for all installation work exceeding 400k per month
· Designed Excel daily report form showing real time labor budget usage for field techs
· Scheduled 8 field technicians for new installation and retrofit projects

· Determined cost allocation of expenses including airfare, shipping, hotel costs, vehicles & materials
· Programmed electronics for AMR systems working in conjunction with utility sub metering
· Reviewed & amended Sales Team job cost estimates, enabling accurate proposal and contract values at acceptable profit margins
7/2006-11/2009
Western International                                                                  Dallas, TX

Project Coordinator  

· Completed budget projections and controlled maintenance and reporting on active budgets

· Point of contact / owners representative to  sub-contractors, superintendents and installation team on 10 new build hotels and 2 renovation projects

· Generated over $10,000 in savings on electrical layouts prior to receiving Certificate of Occupancy on two projects

· Product quoting / vendor value comparison that resulted in savings of up to 20% below initial budgets

· Maintained budgets, purchase orders, proposals and installations of numerous concurrent projects in different phases of completion

· Took over purchasing responsibilities in the design department that, under my direction, have totaled in excess of $15 million

· Initiated, developed, and implemented a quality control regimen that has led to 0 errors (100% success rate) in purchasing protocol during my tenure

	
	

	Education
	2006
University of Texas at Dallas
                                             Richardson, TX

· Bachelor of Science in Business Administration

· Academic Excellence Scholarship – Highest Scholarship awarded

	Skills
	Advanced Microsoft Office User (Word, Excel, PowerPoint, Outlook), skilled with accounting and purchasing software, highly proficient typist, extremely organized, detail oriented, excellent communication skills both written and oral

	Interests
	Reading all genres of literature, Salvation Army volunteering, playing soccer, long distance running


