
CURTIS L. MILES

8295 El Jebel Loop, Castle Rock, CO 80108 ● Hm (303) 663-1016 ● Cell (720) 270-7994 ● cemiles22@yahoo.com

FACILITIES MANAGEMENT 

Highly-motivated Facilities Professional with over 20 years of Facilities Expertise.  A resourceful leader in innovative solutions for critical building preventative maintenance and ongoing daily operations. 

Career Highlights 

●   Site Manager ● Facilities Coordinator ● On-call 24/7 Response  ● ERT/CPR Certified ●  Security Card Access System ● ●Tenant Improvements ●  Space Planning, Cubicle Reconfiguration ● Internal Facility Moves/IT Equipment Set-ups ● Contractual Services ●  ●  FDA Certification Readiness  ● OSHA Compliance ●  BOC Level I & Level II Certified ● HVAC  ● Clean Rooms Environmentally Controlled Medical Device Facility ●  Bio-Safety Principals
Professional History

Arrow Electronics (Aug 2012 - Present)

Facilities (Returned to Arrow per direct Supervisor Request)
· Maintain/ensure building environment meets all OSHA Safety Standards. 
· Manage/maintain primary activities within Arrow Lima Street locations, 800 emp approx.
· On Call ~ 24/7 First Point of Contact for all site notifications and/or emergencies 
· Coordination/scheduling of preventative maintenance schedules for equipment.

· CPR/First Aid Certified, Emergency Response Team Member.   
· 360 Faciliites Work Order system: Site moves, employee moves, modifications to private office and/or modular office furniture; installation of keyboard trays, ergonomic adjustments, and additional office desk systems.
· Coordination on-site sub-contractors (i.e. furniture installers, electricians, painters, build-outs, room enhancements. Etc.).  
· Primary contact/support building services, including: janitorial, food service, coffee services, vending, security - badging, building inspections, maintenance, and other services as required.
· Conference room/meeting set up.  
· Maintain appearance of campus parking lot areas, buildings; replace lights as required, routinely inspect all areas of facility for safety and code compliance.
· Inspect interior and exterior spaces regularly to ensure all lights, floors, doors, furniture, etc, and other wall and floor treatments are in good repair.  
· Conduct monthly/quarterly inspections for consistent oversight and continuous improvement of campus appearance.
· Coordinate special events, in support of Business Unit requirement and staff. 
· Provide support for guests, visitors, security, and employees.
Jones Lang LaSalle (JLL) (Apr 2012 – Aug 2012)

 Facilities 

· Performs modifications to private office and modular office furniture and installation of keyboard trays and other office accessories. 

· Performs minor plumbing, mechanical, electrical, painting, carpentry, and other construction trade related tasks on an ongoing basis. installs pictures, posters, art, whiteboards and other wall hung items. 
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Jones Lang LaSalle (JLL) (Apr 2012 – Aug 2012)

Facilities (continued)
· Performs minor maintenance of office and conference room seating. 

· Operates site equipment as needed, using hand and power tools as necessary. 

· Maintains Audio Visual equipment and replaces projector lamps. 

· Completes preventative and ongoing maintenance tasks throughout the facility. 

· Works with the Facility Team as a member of the Emergency Response Team. 

· Completes print and copy projects on an as needed basis with the assistance of the copy team.

· Interact/communicate with various vendors oversee janitorial and carpet contracts.

· Set up all training / conference rooms / logistics.

· Support second building when Facilities Coordinator is absent or not on site. 

Arrow Electronics via Adecco Staffing Agency 

(Jan 2012 - Apr 2012)Contract Employee – Facilities Maintenance 

●      General Maintenance including but not limited to: Working alone/along side of Facilities Supervisor to respond to company work order requests, relocation/moves of employees, assist with telephone set up.  Assist with set up for conference room meetings.  Keep up/maintain appearance of campus parking lot areas, buildings; replace lights as required, routinely inspect all areas of facility for safety and code compliance.  Able to lift 50lbs as required.

Residential Maintenance/Management (Jun 2011 to present)

Site Management for Elderly Home Owners

●     General residential maintenance including but not limited to:  safety rail installation; carpet removal/installation; tree branch removal; seasonal gutter maintenance; snow removal; window coverings; yard/landscape maintenance; interior/exterior painting 

Home Depot (Apr 2011 – Oct 2011)

Floor/Garden Associate

●     Corporate recognition with highest number of store commendations in one month 

●     Safety Team member

Relocation from California to Colorado (Jun 2010 – Apr 2011)

Boston Scientific (2003 to Jun 2010)

Facility Site Coordinator:

●     Full site management/maintenance for building operations on a daily basis



●     HVAC ~ Identify and coordinate preventative maintenance (PM’s) and repairs as required for 

        Critical site

●     On Call ~ 24/7 First Point of Contact for all site notifications and/or emergencies

●     CDA – Clean Dry Air Requirements

●     Liaison for Facility and Property Manager 

●     ERT – First Responder & Member of EH&S Boston Scientific Mt. View, CA site
●     D.I. Water System 

●     Kantech Entrapass 3.11 Security Access System

●     Responsible for Contractual Services:  Janitorial Services, both Clean Room Environmentally
       Controlled Areas and general site requirements.
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ARQULE (Sept 2002 – Aug 2003)

Facility Site Manager:

●     Reported directly to Corporate, Located in Boston MA

●     Maintained permits: HazMat, Pressure Vessel, Waste Generator, Small/Large, Business License,  

        Fire and Safety

●     Full site management/maintenance for daily business operations.
●     CDA – Clean Dry Air Requirements

●     Management/responsibility of Receiving Department and employee

●     Responsible for adhering to Facilities Budget and reporting of same

●     On Call ~ 24/7 Primary Contact for all site notifications and/or emergencies

Training
/ Education

· Keaser Compressor Training Seminar 




· BOC Certification / Building Operations




· Level I  and Level II

· AS Fire Safety – Butte Fire Academy




· Certified Safety and First Aid


· Commercial & Residential Fire Control

· Occupational Safety & Health Management

· Project Management


· Facilities Management

· Safety Management / Theory and Practice

· Management - Janitorial Services

· Employee Supervision

Professional organizations

●  IFMA – International Facilities Management Association – Denver Chapter

Military Veteran

