Maxamed Cilmi
79 Winona Ct, Denver, CO 80219
(303) 895-8153 maxamedballer@yahoo.com

CAREER OBJECTIVE: Highly energetic and upbeat individual seeking a challenging position of Mailroom Associate in order to utilize relevant qualifications and skills.
HIGHLIGHTS OF QUALIFICATIONS
· Demonstrated ability to verify and correct mail using available tools
· [bookmark: _GoBack]Expert in maintaining the maximum levels of customer care at the same time    demonstrating a friendly and supportive attitude
· Competent in performing multiple functional tasks simultaneously
· Excellent computer skills including MS Office Suite

EMPLOYMENT HISTORY
IPS – Centennial, CO
Mailroom Associate  | Nov 2011 – Jan 2011  & Nov 2012 – Jan 2012
· Arranged materials for mailing; applied postage, prepared stuff for consignment or collection, distributed and label items, and document data
· Ensured that all mail and packages are correctly labeled for mailing, with proper        postage utilizing mechanical postage meter machines
· Assisted with loading and unloading of postal deliveries
· Maintained all logs and reporting documents
· Carried out operations of postage equipment
MV Transportation 	2011-2013
Driving a bus and dealing with customers
Yellow Cab
Cab Driver 							2014-Current
EDUCATION
· High School Diploma                                                             2009
· Community College of Denver                                               2009-2011
RELATED SKILLS 
· Excellent communication skills both verbal and written
· Efficient worker within a team environment
· Able to take direction from overseer or site manager while adhering all safety procedures
· Skilled in handling copy, fax and messenger
PHYSICAL CAPABILITIES
• Able to lift up to 55 pounds
• Stand and walk for long periods of time with or without accommodations
• Flexibility with work schedule
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