Rick Gardner
9310 Ciancio Street  Thornton, Colorado 80229

Message Phone:  (303) 286-3722    Email: rickg@rubberhorn.com  

Objective: I am seeking a general office file clerk position.

Office skills profile: Microcomputers, Windows OS, Office Word and Outlook,

Telephone Dynamics, Filing (Alpha/Numeric), Electronic 10-Key Adding Machine,

Typing, Reprographics, Public Relations, Shipping Procedures, Microfiche, 
Software / Storis, Cisco, Sony, Adobe, Panagon document Management (Scanning),
Invoice processing and Shredding of documents.    

Work experience 
May 2005 to August  2012 American Furniture Warehouse

Position: Customer Service Representative  HR Manager - Simone Fox (720) 873-8611 8820 American Way Englewood CO 80112  

2004 (August) to (April) 2005 Sears and Roebuck Company

Position: Sales/Cashier  Aurora Mall, Store #1141 Aurora, Colorado 80013 (303) 360-4535     Manager – Joan Peterson Full Commission Department 46 (Refrigeration)   

2002 (March) to 2004 (July)  Sears, and Roebuck Company

Position: Sales/Cashier   Town West Square 4600 W. Kellogg Wichita, Kansas 67209

Lawn and Garden Department         Cheryl Lane H.R. Specialist (316) 941 – 2770

2001-2002  Dillards   Town West Square  Wichita Kansas 67209

Department auditing experience scan and enter into report.

Sales / Cashier  Ladies Shoe Department   Ruth Carr ASM  (316) 943-8031
2000-2001Westaff Services  151N. Main Street  Suite 195 Wichita, Kansas 67202

316 263-3070 Mary Schlageck account manager

Clients: Boeing Aircraft Company: Payment Services Department

Process Invoices, Deliver documents to 17 Analysts, Scan and Archive documents,

Shredding confidential material. Manager Sid Harvey 316 526-0213
Education 
Cypress Business College:  DOS, Windows, 10 Key, Filing System, Phone Techniques  
Wichita State University:  Trumpet performance major 

Wichita High School East:   Diploma   3.5 GPA
Community Service: "UP With People Show",  in support of US Military troops North and South America.                          Position: Student conductor, Trumpeter    

New Vista Ranch Inc.,       Position: Thrift Shop Clerk/Lift Truck Driver     

Picked up donated items to aid the Down Syndrome Foundation, United Way.  
