Robert Miskus

3746 Arthur

Brookfield, IL 60513

(708) 485-2915    rmiskus@yahoo.com

Objective      Seeking a position as machine operator
Experience
Jan - May 2013
Student - Symbol Training Institute (CNC 203)

· ran parts per print in Haas turning center and vertical milling center

· checked tools in program against tools in machine

· touched off tools 

· did test cycles in setting graph, then ran actual cycles in single block

· measured part with caliper/micrometer, input offsets

· deburred finished part

· learned the function of basic G-codes and M-codes
Oct  – Dec 2012
Document Preparation Specialist – Stria 



Duties:

· Removed fasteners and relocated sticky notes to prepare documents for scanning

Sept – Nov 2011
Quality Control – CartwrightDownes, Inc.
(seasonal)

Duties:

· Reviewed and proofread reports to ensure background investigations were conducted according to established procedure
· Entered necessary changes in proprietary software prior to sending to client
2001-2009

Office – Globe Electrical Contractors, Inc. 



Duties/Accomplishments:

· Accounts receivable

· Payroll

· Shipping/receiving with UPS, FedEx, and Postage-by-Phone
· Lien waivers & AIA forms
· Typed proposals and correspondence provided by estimators and corporate officers on Microsoft Word and provided feedback at their request
· Accounts payable

· Internet research when required

· Reconciled company bank statement on Quickbooks and rectified discrepancies
· Tracked whereabouts of union electricians in several different locals at once and reported benefits to the appropriate jurisdiction

· Reorganized old files and created entirely new filing system for accounts receivable, union locals, employees, company vehicles, and payroll

· Routinely found billable items on completed job reports that had not been marked by the construction manager for invoicing    

Education




University of Illinois at Chicago

Bachelor of Arts Degree, May 2001

Major: English-writing
Cumulative GPA: 4.35/5.0

Community Activities

Volunteer - Community Nurse Health Center

· Sort donated clothes

· Pull and put back patient files

· Data entry

Volunteer - Aging Care Connections
· Filing
· Data entry
References 

Henry Mendoza (773) 447-5280

Michelle Grand (708) 579-2403

