	Curt P. Johansson

Aurora, CO 80013

	(210) 251-7229

cjoha888@aol.com

	OBJECTIVE:



	Obtain an entry-level position with a stable company that values dedicated employees and quality service.  My intention is to pursue a direction in facilities, administrative support or a combination of both. I am open minded and optimistic about potential opportunities.



	WORK HISTORY:

Imaging & Office Services                                                      COLORADO BANKERS LIFE 
                                             
May 2015 - May 2017
Duties included conference room set-up, prepare incoming mail for distribution, process outgoing mail, FedEx labeling and packaging, general building maintenance, furniture moves and reconfigurations, courier/driver services, office organization and supply ordering, presentation printing and binding, event planning, filing, multi-line phone coverage, reception, work station set up                                                                                                

	MAIL ROOM ADMINISTRATOR

· Phone coverage at reception, up to 10 lines & 500 extensions.

· Process & deliver 7 tubs of interdepartmental mail daily.

· Process approximately 60 Fed-Ex & U.P.S. packages daily.
	WHATABURGER HEADQUARTERS

October 2010 – September 2013

	FACILITIES / SUPPORT SERVICES COORDINATOR

· Responsible for set up of 5 conference rooms.

· Weekly inventory & supply ordering for the entire company.

· General maintenance of a 2 level office building.

· Daily printing, copying, filing & scanning of documents into the system.

· Event planning.
	DAVIS / DFD CORNOYER HEDRICK ARCHITECTURE
July 2007 – October 2008



	DISPATCHER / DISPATCH MANAGER

· Coordinating emergency environmental response activities.

· Scheduling vehicle maintenance & repair.

· Dispatch tanker drivers for used oil pickup.

· Interview & hire new drivers.

· Assist with weekly driver safety meetings.
	MESA OIL, INC.

January 2006 – August 2006

March 1994 – November 2001


Education – Red Rocks Community College –  Energy Resources / Solar Technology 1976, 1982 

Software – Microsoft Office Suite 2000, Great Plains / Crystal Reports, JD Edwards. 

