James W. Leslie

Page 2


James W. Leslie
1306 Vesta Circle, Lafayette, CO 80026
Cell: (303) 570-2484    E-mail: james1154@gmail.com


OBJECTIVE

Obtain a position that will fully utilize my experience in sales, customer service, and management as well as my education and skills in web development, network administration, and systems analysis and design.
TECHNICAL SKILLS

· Software: MS/ Word, Excel, Outlook, PowerPoint, Access, Project, Visio, Baan ERP, Matlab, Minitab, Adobe Photoshop/Premiere, CorelDRAW/PhotoPaint
· Networking: DNS, TCP/IP, Active Directory, ASP, SSI

· Operating Systems: MS/Windows 9x/2000/XP/Vista/7/Server 2008/SQL Server/IIS, Apache, Unix

· Web/Programming: Visual Studio/Basic, JavaScript, Dreamweaver, CSS, PHP, HTML, XHTML, XML

EDUCATION

· B.S. in Computer Information Systems


Metropolitan State College of Denver (MSCD) Graduated – 12/2011
· Information Systems Analyst – Certificate of Completion (MSCD)
· Web Developer – Certificate of Completion (MSCD)
· Real Estate Certificate of Completion/License – American Real Estate College LLC
EMPLOYMENT HISTORY
Institute for Telecommunication Sciences, Boulder, CO




12/2007 – 05/2010
IT Specialist – Telecommunications Engineering, Analysis, and Modeling Division
· Maintained laboratory’s peer-to-peer LAN with star topology including five PC workstations running MS Windows XP/Vista/7 and Unix, printers, UPS backups, and magnetic tape backup system

· Performed equipment diagnostics, repaired and/or replaced failed computer components

· Provided backup and storage support for division staff, assigned computers and peripherals

· Generated and processed quotes, requisitions, and purchase orders for capital equipment and software licensing

· Created and maintained procedural documentation for various electronics testing performed in labs

· Assisted project leaders with customer support activities
A World Of Tile, Westminster, CO






05/2004 – 06/2007
Sales Representative – Sales Department, Westminster Store
· Consulted customers regarding product features and benefits to assist them through decision-making process
· Conducted training sessions for customers and employees regarding product installation and maintenance
· Attended trade shows/conventions to present products and services
Coldwell Banker Real Estate, Boulder, CO






10/2002 – 06/2004
Realtor – Boulder Office
· Prepared market analysis comparisons on neighboring properties and assisted associate realtors
· Presented properties to potential buyers and held open houses for sellers
· Prepared necessary contracts and supporting documentation for property sales
Nortel Networks, Broomfield, CO







10/1999 – 05/2002
Order Manager – Supply Chain Management
· Entered customer product models into Nortel’s ERP system to begin processing orders

· Reviewed and analyzed contracts, purchase orders and invoices to ensure accuracy and completeness
· Supervised four permanent employees and two contractors in order management processes and procedures
· Conducted weekly conference calls with customers, team members, and manufacturing personnel
General Sign, Inc., Dallas, TX







02/1992 – 09/1999

General Manager/Sales – Sign Manufacturer
· Managed daily operations of sign manufacturing, customer service, marketing, and sales

· Created marketing and sales materials including sales brochures, technical drawings, installation diagrams, site plans, and contract proposals, also coordinated and attended trade shows for various industries
· Reviewed and approved sales proposals/contracts, purchase orders/contracts and invoices to ensure accuracy
· Trained and supported outside sales reps with sales presentations, and computer/software usage
U.S. Air Force Veteran
