Michael J. Burns
1323 Trout Creek Pl., Longmont, Colorado, 80504
Cell (720)280-8213
21mburns@gmail.com
 
Objective 
  Detailed oriented with excellent organizational skills, with a natural ability to work well in a team environment and multi task under stressful situations. Delivers the ability to interface well with different departments and personnel within a company. Ability to adapt to a changing environment to contribute to company and personal growth.
 Work Experience
Drew’s Place Restaurant 03/2011-07/2011
Berthoud, Colorado
General Manager
· Bartend and wait on tables
· Assist servers to maintain a pleasant experience for the customers
· Assist back of the house with dish washing, prep or cooking on the line
· Supervised a crew of 13 employees
· Process daily checkouts of servers and daily reports for the restaurant
· Setup liquor and beer vendors 
· Maintain liquor and beer inventory
· Set up events like trivia, karaoke, etc. 
· Assist in catering planning and events
· Trouble shoot any issues that arise with equipment or daily reports
· See that the day to day operations of the restaurant maintain a high level of operation
· Laid off due to company reconstruction
 Convertis Marketing 04/2010-11/2010
Boulder, Colorado
Shipping/Receiving
· Weighed and prepared special orders and accurately prepared products for shipments
· Anticipated customer demands and maintained stock accordingly
· Processed and printed shipments using Filemaker Pro and Dazzle Designer  software
· Processed daily shipping report
· Entered customer returns using Filemaker Pro 
· Checked return products for any defects and repackaged product
· Maintained an inventory of the return product and assisted with monthly inventory for the warehouse
· Data entry
· Laid off due to warehouse closure
Bighorn Landscape Materials 06/2009-01/2010
Windsor, Colorado
Counter Sales and Loader Operator 
· Answer phones assist customers with any questions or orders
· Assist walk in customers with questions and calculations for amount of material needed
· Planning and coordinating retail and wholesale deliveries with third-party drivers
· Performing general administrative duties such as data entry, daily bookkeeping, daily banking deposits, etc.
· Manage client databases in QuickBooks
· Purchasing and controlling inventory for the store
· Operate and maintain the scale
· Operate front end loader
· Maintain sales yard and loader
· Laid off due to sale of company
Production Control Services 12/2007-03/2009
Frederick, Colorado
Machine Operator
· Operate both mills and lathes
· Perform offsets accurately and efficiently
· Set up of machines
· Experience in reading prints
· Maintain close attention to detail to insure that all parts meet the highest quality standards that both the company and myself hold
· Provide basic maintenance to the machines
· Performed work safely in a warehouse environment
· Forklift trained
· Laid off due to company down sizing
 Royal Crest Dairy 09/2007-12/2007
Longmont, Colorado
Delivery Driver
· Effective management of inventory and route
· Maintain product freshness
· Served up to 200 customers a night
Hall Irwin 05/2004-09/2007
Firestone, Colorado
Laborer and Sales
· While a laborer maintained the sales yard, scale, and the building to keep a professional appearance
· Assist customers with any loading or unloading of material
· Operate a front end loader to maintain a successful operation
· MSHA trained
· CPR/First Aid certified
· Weigh Master certified
Sales Coordinator
· Effective in hiring, training, and directing employees within the office, also directing operators and maintenance personnel
· Planning and coordinating retail and wholesale deliveries with third-party drivers
· Process inventory, sales and advertising reports
· Order material and supplies and process purchase orders
· Supervise 10 employees
·  Conduct employee performance assessments and salary reviews
· Assist in calculation of payroll
· Scheduling and meeting coordination experience
· Basic understanding of MS Excel and Word
· Laid off due to company down sizing
 Education
 Ute Creek Secondary Academy
Longmont, Colorado
· Graduated in 2004
 

