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OBJECTIVE

To work as a leader in the warehouse industry, using my skills to provide great service, operate a safe, sanitary and efficiently run department, multi-task and manage in different areas of projects, and perform other related duties and assignments as required
______________________________________________________________________________________________________

PROFESSIONAL BACKGROUND AND ACCOMPLISHMENTS

Electronic Discovery Project Manager/Customer Service Representative 
National Legal, Denver, Colorado / 2008 – Present
· Provide clients with great customer service
· Ensures delivery of excellent products through fast and accurate process of orders, communication, and coordination with clients for their upcoming trials and events
· Project analysis and implementing best methodology and process through work orders
· Billing and invoicing client projects using Quickbooks
· Document scanning/coding, electronic filing conversion, data recovery, complex photo copying, mounting trial boards,                                                            bindings, labeling, and some offset print work
· Quality Control over all projects being processed through production 

Engineer/Maintenance
The Westin, Westminster, Colorado / 2006 – 2009
· Repaired and maintained heating and air conditioning, plumbing, electric units, and hotel appliances
· Monitored fire alarm system
· Prepped staging and electrical equipments for special events
· Knowledge of steam boilers and HVAC
· Certified in CPO (Certified Pool Operator)
· Renovated building projects including painting and patching structures 

Waiter and Bartender
O’s Steak and Sea Food, Westminster, Colorado / 2000-2006
· Took care of customers' need in a four diamond setting
· Trained in the areas of hospitality services
· Kept track of individual server's bank account within the restaurant
·  Up sale to the guest food and beverages such as wine and spirit
______________________________________________________________________________________________________

EDUCATION

Bachelor of Applied Science in Animation, Westwood College, Denver, CO /Alumni 2006
______________________________________________________________________________________________________
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