GLORIA THOMAS

12844 E. Nevada Ave. Aurora, CO 80012
Phone: 720-404-3873 E-Mail: gloriathomas4@gmail.com


	
	
	Objective
I am seeking a full time position in an environment that I can demonstrate my knowledge and expertise in the area of Facilities Support rather in the area of security, maintenance or mailroom capacity.

	
	
	

	
	
	Experience
Shetler Security
December 2012 - January 2013
Security Officer
· Duties included inspecting and logging entry and exit of personnel, materials, vehicles and vendors entering and existing company premises to guard against theft and maintain security of premises.
· Maintain Liaison with local Police Station, Fire Station and nearest hospital in the event of an emergency situation in regards to company employees and or threat to company property.
· Attend weekly meetings of the Security Management of the facility as Security Officer.

· Made periodic “Rounds of entry post to check for doors and area compliance to facility management request.

· Maintained alertness and was always ready to deal with security emergencies
· Training in computers for dealing with security codes, passwords for entry and exit.
Denver Public Schools
October 1999 - November 2012
Facility Assistant Manager 

· Supervision of a custodial crew of more than five people on a daily basis responsibilities included maintenance and upkeep of building to include restroom cleaning, floor maintenance, vacuuming and trash removal of all classrooms and meeting, assembly and lunchroom areas. 
· Ensured that all the supplies and equipment were available and in good condition for maintenance of premises
· Initiated interventions to solve problems in the facilities

· Ensured the safety of the school building from fire, flood or other hazards with proper cleaning procedures

· Coordinated with school administrators to resolve any issues related to maintaining the facilities to their satisfaction 

· Certified in Hot water heater maintenance, Window treatment.  Boiler systems and plumbing procedures. Ground upkeep and landscaping. Attended Emily Griffith Opportunity School for these certification classes as part of   the job requirement
United States Postal Service
November 1996 - April 1997
Temp Mail Handler/Sorter

· Process all incoming and outgoing mail

· Shipping and receiving boxes and equipment

· Performed all mailroom functions, sorting, filing, packaging and processing shipments for delivery to various locations.

· Distribution of large volumes of incoming and outgoing packages of all sorts mail into the correct boxes or pigeonholes.
· Quickly and accurately sorted various sized letters and documents to correct slots for correct delivery destination
· Handled heavy sacks of mail onto conveyors for culling and sorting.

University Hospital
June 1988 - May 1996

Sanitization Clerk
· Maintained the cleanliness of  all hospital areas but specifically in the patient rooms

· Change soiled linens, such as bed linens, drapes, or cubicle curtains.

· Clean and sanitize patient rooms, bathrooms, examination rooms, or other patient areas.

· Clean equipment, such as wheelchairs, hospital beds, or portable medical equipment, documenting needed repairs or maintenance.

· Demonstrated ability to work fast and stay alert to unclean conditions and respond effectively

· Assisted nurses and doctors and operating room techs in all cleaning capacities.

.


	
	
	

	
	
	Education
John F. Kennedy HS
June 1981
HS Diploma
Colorado Dental College                                                             June 1983
Certification 

	
	
	

	
	
	Skills
Certifications in Custodial/Janitorial, Electrical, and Plumbing work. Basic Training in HVAC. Knowledge of Ground Maintenance:
Security and crowd control:

Knowledge of Word and Excel applications. 
References Available Upon Request:
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