SANDRA L. DALEO
Sandradaleo@yahoo.com

8007 Island Lane







Cell     (815) 790-6508
Wonder Lake, Il 60097






Fax     (815) 385-6682

EMPLOYMENT HISTORY
CRAIGER CUSTOM DESIGN 





Sept. 2005 - Present

Decks, Gazebos, Pergolas, etc.







$38k/yr
Office Manager
Manage an office of 5 +/- employees

Maintain daily efficiency of office, employees, management and administration

All accounting needs and purposes through QuickBooks PRO


Accounts Payable/Receivable, Online Banking, Invoicing, Reports, etc.

Daily contact and management of customers and vendors accounts

Provide support in management of field projects; sales, inspections, service, completion

Secure productive communications between upper management and field employees

Marketing, Advertising including Brochures, Postcards, Marketing packs
Quotes and bids; Contract management
Continuous Excellent communication and people skills!
STANTON INTERIOR CONCEPTS, INC.



Jan. 2005 – April 2005

Interior Design








Temp. $20/hr
Director of Public Relations
Directed and implemented company's public relations strategies.

Developed press releases, white sheets and supporting materials.

Prepared and disseminated information regarding SIC through newspapers, periodicals, and other forms of media. 
CPS / IMAGINE BUILDERS, INC.





1992 - 2005
Custom Home Builder








$45k/yr
Construction Development, Property Management

Develop, Design & Build
Administrative Management

New Home Sales 
Extensive Contact Management incl. Clients, Vendors, Suppliers, Networking, Public Relations
Project Management; incl. Scheduling, Quotes & Bids, and Negotiations


Marketing, Advertising incl. Brochures, Fliers, Promotional products

Property Management incl. Rental properties, leases, and investments

Interior Design
Model Home Decorating

Assisting with clients: 
color schemes, lighting package, flooring selection, kitchen layout (including cabinets and counters), closet design, space planning, fireplace & mantle design, Bathroom layout & design, “Theme” décor. ie, nautical, wine/grapes, children’s Bedrooms, Master Suites, Wet Bar, Recreational Rooms, etc.
Award Winning 

Best Interior Design 

Best Master Bath

Best Master Suite
Platinum Award for Best Over-all House in our price range & size

SANDRA L. DALEO
Sandradaleo@yahoo.com

8007 Island Lane







Cell     (815) 790-6508
Wonder Lake, Il 60097






Fax     (815) 385-6682

EDUCATION

MCHENRY COUNTY COMMUNITY COLLEGE, Crystal Lake, Il.



2001

MicroComputer User Certificate; courses 


GWINNETT TECHNICAL INSTITUTE,   Lawrenceville, Ga.




1992

Purchasing 





EMORY UNIVERSITY, Atlanta, Ga.







1992

The Art of Negotiation




ADVANCED CAREER TRAINING, Atlanta, Ga.






1991

Certification in Hospitality Management 
MONROE AREA COMPREHENSIVE HIGH SCHOOL, Monroe, Ga.

        January 1990

Completed course load and graduated early



Computer experience
Microsoft Office XP Small Business 


Illustrator; Photoshop; Corel



Word, Access, Excel, Outlook


Marketing Materials

QuickBooks PRO





MS Illustrator 
Microsoft Photo Suite




MS Publisher
AFFILIATIONS
HBA Home Builders Association






McHenry Area Chamber of Commerce





Task Force


Wings


Ambassadors Group


Misc. Committees

eNetworkers International 
SPECIAL TRAINING

Psychology






Photography 




Hospitality






TaeKwonDo
Interior Design





Marketing
