Harold J. Badoni

473 Quartz Circle, Bailey, Colorado 80421

(303) 816-6858
Position Title: Order Processor
Objective: To be apart of an organization that values Learning and Growth. 
Experience:

Custodial-Maintenance
Fitzsimmons Middle School

57093 Hwy 285

Bailey, Colorado 80421

(303) 838-2054

09/04 – current

Contact- Rim Watson, Principal or Susan Starks, Secretary
· Daily attendance of school property for safety and cleanliness, all floor maintenance, small repairs, activity setups. Also includes full inventory oversight of supplies, equipment and shopping for economical prices and interviewing applicants in the custodial department.
· Reason for leaving: Still employed but interested in enhancing portfolio.

Office Support, Mailroom & Warehouse Clerk
Townsend Management Group (Contract-Temp Services)

2121 South Oneida Street, Ste. 110

Denver, Colorado 80224

(303) 758-9149

09/01 – 03/03

Contact- Les Townsend, Owner

· Provided clerical backing for a temp-contracting agency. The services included data input, filing, phone operations, tracking requisitions and invoices, endorsing documents, filling and packing orders, mail distribution and shipping (Ground, FedEx, UPS, SAP software), customer service, and technical support.

· Reason for leaving: Contract ended.      
Office Support, Technical Information Assistant, Warehouse Associate                                                      

01/00 – 08/01

Martinez & Hromada & Associates, Inc. (Contract-Temp Services)

7475 Dakin Street, Ste. 350

Denver, Colorado 80221 

(303) 482-1728

Contact- Mr. Martinez and Mr. Hromada

· Clerical duties with customer services, record keeping, order selecting, filing and archiving historical records using Lotus Notes software and various copying and imaging programs for the National Park Services in Lakewood, CO.

· Reason for leaving: Contract ended.
Skills:

· Promoting and providing quality customer service in a timely, courteous and polite manner.

· Comfortable with using various office machines, computers, mailroom equipment, and warehouse tools.

· Recruiting, training, and encouraging staff to become efficient associates.

· Keeping a precise inventory of supplies and equipment.

· Purchasing provisions at a competitive rate.

· Familiar with accounting and financial procedures by maintaining accurate documentations of invoices, records, statements, schedules, and daily transactions. General knowledge of payroll processing, ledgering, reconciling, and small business taxing.

· Enforcing safety and proper sanitation procedures in order to retain a clean enjoyable environment that meets more than required standards.

· Capable of multi-tasking and establishing priorities.

· Creative, reliable and enthusiastic in learning new ideas to facilitate a unit atmosphere. 

Education:
Westwood College

7350 North Broadway

Denver, Colorado 80221

1 (866) 782-1277

Studies: Hospitality Management.

References:
Linda Jorgensen, SPED Instructor

Platte Canyon School District

(303) 838-2054 ext. 1415

ljorgensen@plattecanyonsd1.org

Shannon Clarke, Principle

Douglas County School District k-12

(720) 771-9938

skclarke@dcsdk12.org
Elizabeth Miner, P.E. Instructor

Platte Canyon School District

(303) 679-7462

Jennifer Walsh, Art Teacher

Platte Canyon School District

(303) 679-7471
