DIANA  PETROVA  TONEV
3008 Park Ct. Rolling Meadows Illinois 60008 Cell: (773) 412-6680 ♦ dianatonev@yahoo.com
CAREER SUMMARY
· Experienced in production, assembly, and machinery
· Detail oriented. 
· Coordinate and prioritize multiple projects and meet deadlines. 

· Team work effectively with people from various age groups, cultural backgrounds and socioeconomic statuses. 
· Maintain an excellent record of generating revenues, improving efficiency, and saving time and money.

EXPERIENCE
Administrative Assistant  Cabinet Leader                Wood Dale IL.    February 2009- Present
· Customer focus with graphic computer design and estimate of projects.

· Data entry and bookkeeping. 
· Communicate and maintain operations project plans. 
· Lifting heavy wood sheets and assembling heavy pieces of cabinetry.
Realtor                       Mathisen Realty               Wood Dale, IL    March 2006- December 2008                               

· Revenue generated from real estate properties
· Administered signing of closing documents.
· Communicated with attorneys, mortgage lenders, and appraisals

Mortgage Banker     Pan American Mortgage   Chicago, IL                January 2006- July 2006                                            

· Revenue generated from real estate loans.  
· Collected financial statements and legal papers.
· Completed property closings. 
Machine Operator    Cloud Corporation            Des Plaines, IL     April 2002- December 2002                       
· Supervised eight employees.
· Concluded detailed reports on productivity. Efficiency improved. 
· Trained new employees. 
Machine Operator    Bake-Line Products          Des Plaines, IL   August 1999-September2001                       

· Monitored computerized equipment to ensure quality control

· Operated variety of high speed packaging lines.

· Attained productivity, safety of processing team, and on- time delivery
Machine Operator    Sea Link International       Addison, IL      November 1998- August 1999                                        
· Managed ten people on the production of leather cases for cell phones. 

· Oversaw the set up and adjustment of machines for new product models. 
· Trained new employees.
EDUCATION
Bachelor of Science in Management             Northeastern Illinois University       Chicago, IL.  
· Graduation date: December 2004  
· GPA 3.78, Magna Cum Laude[image: image1.png]



