DONA J. CARNES

616 Woodlawn Avenue

Joliet, IL. 60435

815-730-9979

OBJECTIVE















To be employed by an established new homebuilder in the Chicagoland area.

WORK EXPERIENCE













2002-2005

Bigelow Development






Aurora, IL. 


Assistant to the Vice President, Construction Coordinator, Warranty Administrator

· All administrative duties as required by the Vice President including maintenance of community files, homeowner survey statistic reporting, coordinating seminars and travel, and company event coordinator.

· Filed permits for each community.  Direct communication with each municipality on permit process and approval.

· Liaison for Construction Managers.  Source of problem solving between field and corporate office.

· All administrative duties required in maintaining computerized warranty system including hard copy warranty files.  Provided all reports required, direct communication with homeowners when needed.

2001-2002

Austin Builders  (Not in business)




Joliet, IL.

Vice President of Contracts and Production

· Scheduled and directed all Sub-Contractors from permit stage to final inspection for 10 custom homes a year.

· Guided homeowners through the sales process, contract, selections, closing and warranty.

1997-2001

Inland Electric & Kipling Homes




Shorewood, IL.

(Inland Electric is the parent company of Kipling Homes)

Administrative Assistant for Inland Electric

· Safety Coordinator.  Setting up seminars and maintaining injury and safety reports.

· Administrative duties as required by the President.

· Warranty Coordinator between the field and Builders.

Assistant to Sales and Marketing Director

· Provided assistance to the sales field.

· Coordinator of all business function as required by the Vice President of Sales and Marketing.

EDUCATION














1977-1981


Joliet West High School




Joliet, IL.

REFRENCES















Mike Venetis


Sales and Marketing Director Bigelow Homes

Aurora, IL.

630-631-0700


Kellie Nahas


Assistant to President of Kipling Homes


Shorewood, IL.


815-725-0678


Fran Rodriguez

Closing Manager for Bigelow Homes



Aurora, IL.


630-6931-0700


Paul Zink


Supervisor Inland Electric




Shorewood, IL.


815-725-0677

