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Dale Allison Waters
34 South Forest Beach Drive, Apt. D-8

Hilton Head Island, SC   29928

843.842.9829 (Home)

843.683.1197 (Cell)

dalewaters2@gmail.com (E-mail)

Qualifications:

Over twenty years of successful administrative experience.

Excellent communication, organizational and computer skills.

Result-oriented person with proven ability to accept challenging assignments and surpass objectives.

Established record of creativity, leadership, teamwork and problem solving, with focus on continued learning.

Education: 

 New Rochelle High School, Class of 1972

 New Rochelle, New York  10801

Employment Experience:

The Sea Pines Real Estate Co., Hilton Head Island, SC  - 2001 to 2008

I  worked for The Sea Pines Real Estate Co. as a Sales/Administrative Assistant for seven years and through the years, assisted anywhere from 7 - 12 Realtors, many of them top producers. Unfortunately in July 2008, two offices and positions were eliminated, one of which was my office, and my position. 

I am proficient in Word, Publisher, Access and Power Point and always welcome learning new software.  At Sea Pines, I performed all secretarial related duties, processed listings and assisted with any marketing associated with said listings.  I created and produced newsletters, brochures, mailings, etc. and managed and enhanced Realtors’ web-sites.  I also assisted in processing Contracts of Sale.  I spoke with clients, lenders, attorneys, inspectors, arranged for repairs and did whatever it took to bring the sale to a successful closing.  
I am a licensed South Carolina Real Estate Agent, although at the present time, my license is in inactive status with the State.  

I was nominated and awarded “Your Tops”, MLS Sales Assistant of the Month twice, by Realtors of The Sea Pines Real Estate Co.

References:  

Laura Cramer - 843-384-2358 - Realtor - The Sea Pines Real Estate Co. 

Carol Wolf - 843-384-3335 - Realtor – RE/MAX Island Realty

Jeannie Lawrence - 843-816-2275 - Realtor - The Sea Pines Real Estate Co.
Diann Wilkinson - 843-671-2587 - Realtor - The Sea Pines Real Estate Co. 

Monika McDonald - 843-785-3333 - Director of Human Resources - The Sea Pines Real Estate Co.

Charter I Realty and Marketing, Hilton Head Island, SC - 1998 - 2000

Licensed Closing Coordinator/Administrative Assistant to James Wedgeworth, the top Realtor in South Carolina for over ten years.

I assisted James in processing Contracts of Sale and assisted with every aspect of the Contract process to bring Contracts to a successful closing.  I interacted with clients, lenders, inspectors, repairmen and closing attorneys.  During this period of time, I closed approximately $70,000,000 in sales, per year.

I also performed general secretarial duties such as correspondence, database management and created and produced newsletters, mailings, etc. relative to the real estate market.  
References:

James Wedgeworth - Realtor - Charter I Realty and Marketing – 843-785-4460

Angie Toth - Supervisor - Charter I Realty and Marketing – 843-785-4460

Dunes Marketing Group, Hilton Head Island, SC - 1996 - 1998

Licensed Sales/Administrative Assistant and “right arm” to Tad Segars, a top producer with Dunes Marketing Group.  I was responsible for all listings, marketing and Contract of Sales and performed all secretarial duties.  

I also kept Tad’s personal books and managed properties he owned.

References:

Tad Segars - Realtor - Dunes Marketing Group – 843-842-1111
Bill Baldwin - Broker-in-Charge - Dunes Marketing Group – 843-842-1111

Haseltine and Lake, New York, NY - 1972 - 1982

Executive Secretary to the Managing Partner, as well as several Patent and Trademark Attorneys.  

Personal Reference:

Arlene Reid – 843-540-3955

Nancy Dietze – 843-290-1059
Personal:

My husband, Glenn and I moved to Hilton Head Island from Atlanta in 1993.  We have three children, ages 18, 22 and 27.  Interests include golf, tennis, exercising, reading, cooking and music.
