                                                                Duane T. Hollie  
609 Harry Davis Lane
Minneapolis, MN 55411 
Cell: (612)-247-4054  
Email: Duane.Hollie@yahoo.com 



QUALIFICATIONS: 
· [bookmark: _GoBack]Organizational skills
· Excellent personal communication skills 
· Management skills influencing, leading, negotiating and delegating abilities  
· Excellent customer service orientation skills
· Skilled at learning new concepts quickly while working well under pressure 

EXPERIENCE: 
10/04-11/10   Mystic Lake Hotel & Casino                                            Shakopee, MN                                        
Supervisor of Environmental Services
· Prepared, directed and supervised team member assignments for the cleaning of the company facilities 
· Inspected all gaming zones, public areas, team member areas and company facilities according to the
             written guest service and department cleaning service standards Ensured optimum guest service and 
             positive guest interaction 
· Supervised the guest service team members by leading, training, mentoring, evaluating  and delivering
             recognition of accomplishments and corrective feedback
· Communicated between team members and shift managers supplying feedback about events,
                    promotions, and operational challenges and successes
             Prepared and communicated department schedules to preserve optimum staffing


04/98-08/04    Pilot City Health Center                                                Minneapolis, MN  
Facilities Manager
· Supervised all buildings and grounds staff, duties included planning, scheduling, organizing and directing work, trained staff , and recommended applicants for employment or discipline, termination or retention
· Inspected and evaluated the condition of buildings for possible electrical problems and for general building cleanliness and ground maintenance ensuring that established standards were maintained
· Supervised and participated in the servicing, cleaning, maintenance of mechanical equipment and systems
· Inspected grounds, buildings, and equipment, noting needed repairs and replacements and reported the same
· Enforced building and safety regulations
· Planned and conducted a preventive maintenance program, trained new employees, maintained adequate level of janitorial and maintenance supplies, kept records and prepared reports
· Maintained records of jobs performed and hours worked by staff 

06/96-05/00     UPS Mail Innovations                                                 Minneapolis, MN 
Production/Warehouse Supervisor 
· Supervised all aspects of daily mail production
· Supervised all hourly employees
· Oversaw the manual mail processing, mail insertion, postal metering, and daily postal drops
· Interacted with IT department and general manager with issues, concerns
· Trained all staff on the use of the production equipment
· Provided mailing schedule to ensure all aspects of the print jobs were in on time for mailing


02/85- 06/95     Minneapolis Mount Sinai Medical Center                                                   Minneapolis, MN
Building/Grounds Maintenance   
· Engaged in operations and care of building, grounds, related equipment and performing maintenance tasks
· Operated maintenance vehicle around property for visual inspection of building and grounds
· Operated, maintained and used hand and power tools
· Ensured building and safety regulations 
· Ensured that all assigned service requests and repairs were correctly done 


 
EDUCATION: 
05/77             West High School     General Education Diploma                                   Minneapolis, MN
02/82-10/83   Century College       Building Preventive Maintenance Certificate       White Bear, MN    

