Dana Dake ddake54@hotmail.com                                                                                                  
9896 Park Rise Way, Sandy, UT 84070              Home: 801.619.0254                      Cell: 707.330.2611                         
Objective: A fulltime position as a LEED Green Associate
Skills:
· Current knowledge of Microsoft Word, Excel, Outlook,  Power Point, Paint Shop Pro,  Adobe Acrobat, AutoCAD, Revit, Google Sketch-up,  and Energy Star Portfolio
· Ability to read, interpret and prepare estimates from blueprints using construction math to figure volume/quantity of materials
· Skilled in online research, cost comparisons and recommendations to management

· Keep accurate records to eliminate confusion

· Maintain scanned engineering project files on main server for reference

· Attend various webinars to gain knowledge pertinent to LEED continuing education credits and/or product development

Experience:

Green Specialist, Community Action Partnership Solano, Fairfield, CA
                       1/2010- 9/2010

· Recommended strategies for non-profit facilities energy, water use reductions and recycling programs
· Online research and procurement of convention products made in the USA

· Created Powerpoint presentations of no cost, low cost, and investment sustainability options 

· Developed energy auditing skills using various tools and software to collect and analyze energy use data
Document Control Clerk, Rix Industries, Benicia, CA


                        6/2006 - 8/2009
· Created and organized electronic files of drawings, technical manuals and other documents as required

· Collaborated with other departments to implement procedure for electronic document distribution

· Issued and maintained serial number log using Excel

· Entered and reconciled payroll data, ordered office supplies and scheduled meetings

AutoCAD Drafter, California Sports and Recreation, Novato, CA
                      
 
7/2005 - 5/2006
· Designed and drafted top views of playground equipment, water features and shade structures
· Prepared 3-D presentation renderings using Paint Shop Pro

· Quoted equipment, labor, and safety surfacing materials

Data Entry Clerk, Doctor’s Medical Center, San Pablo, CA



4/2003 – 8/2004

· Oversaw daily building systems maintenance and general repairs, insuring that the scheduled maintenance schedule was adhered to and that all work orders were completed

· Organized and maintained biomedical equipment maintenance files
· Entered payroll data using specialized software

· Insured that all OSHA requirements were met and licenses were in place
Education:
Solano Community College, Vacaville, CA      




  
  1/2010-7/2010

Green Program Certification (Cal Green, Water Efficiencies, Solar Energy, Energy & Water Auditing,    Weatherization) 
Martinez Adult Education, Martinez, CA                           Certification in Construction/Project Management
University of North Texas, Denton, TX,
Bachelor of Fine Arts, Major in Interior Design, Minor in Industrial Arts 
