Kyle Richards
klrichards23@gmail.com
(720)318-0000
Education 

8/2010-6/2011	Began general studies at Metropolitan State College of Denver 

8/1997-8/2001    High School Diploma from Bridgestone Academy 

1998-2001 	Cadet Staff Sergeant, Civil Air Patrol 

Special Skills

Proficient in Microsoft Word, Outlook Express, and Team Design
Can type 70 wpm, and can ten key at 60 characters per minute. Experienced in using pallet jacks, forklifts, and other warehouse equipment. Can work as part of a team.

[bookmark: _GoBack]Work Experience 
. 
8/2010-6/2011			MSCD Aviation and Aerospace Science 
Position: Office Assistant
Supervisor: Gail Nickels 
(303)556-2982
	Performed general receptionist duties including customer service, filing, appointment 	scheduling, and word processing.

8/2010-11/2010		Nationwide Installations 
Position: Installer
Supervisor: Kevin Olsen 
(720) 833-1086
	Performed installation of new and used Knoll and Herman Miller furniture systems, 	performed reconfigures of various systems, and performed deliveries.

11/2009-6/2010 		Workplace Elements 
             			Position: Receiver 
Supervisor: Brandon Hutchens 
(303) 471- 4334
Performed shipping and receiving duties; input data regarding inbound shipments into 
system; performed inventory on client storage; pulled and loaded outbound product 
for delivery to our customers; Systems dealt with include Knoll, Inscape, Paoli, Allermuir, 
Teknion. 

5/2008-6/2009			 American Modular 
                            Position: Installer 
Supervisor: Robert Chalmers 
(303) 708-1777 
Performed corporate relocations; installed new office furniture systems. Systems 
dealt with include Herman Miller, Haworth, and Knoll. 

10/2007-5/2008 		Ideal Installations 
Position: Installer 
Supervisor: Richard Prange 
(303) 789-7916 
Performed reconfigurations of various office furniture systems; installed new furniture 
systems. Systems dealt with include Haworth, Knoll and Steelcase. 


