[bookmark: _GoBack]
Ahmed Yakhlef
3233 S. Elm St. Denver, CO 80222
(720) 288-3237

awyprophet1989@gmail.com


OBJECTIVE:
	
	
	To obtain an entry-level position where I can contribute to the success of the company I work for, I have an excellent work ethic, and come to work each day with a good attitude. I enjoy creative problem solving and welcome opportunities to overcome obstacles.



SKILLS PROFILE:

· Proficient with Microsoft Word, Outlook, and Excel (data entry)
· Capability using VOIP multi-line systems
· Experience in handling confidential paperwork
· 40 Wpm
· Experience in assisting executive level 
· Knowledge of interstate and international shipping and delivery
· Comprehension of blueprints
· Adaptability 

Employment History:

Estimator/Office Assistant  
Metal Construction Resource (MCR Steel Buildings) (February 2012 – February 2013)
Duties 
-Greet customers and colleagues at door with positive and professional demeanor
-Manage all aspects of executive travel
-Answer phone and warm transfer calls on VOIP Multi-line system
- Resolve customer issues over the phone 
-Bid Department of Defense Work as well as state and federal work
-Read blueprints and estimate total turnkey job cost
-Team with manager to determine bid strategies and meet all bid deadlines
-Qualify local and national contractors on knowledge, quality of work, and competitive pricing
- Developing new relationships with local and federal contractors


Salesperson/Office assistant 
ATY Building Systems, Inc. (January 2007- June 2011)
Duties 
-Schedule meetings and business trips as coordinated with executives
-Answer phone and warm transfer calls on VOIP Multi-line system
-Data entry and filing 
-Resolve customer and employee issues   
 - Obtain information about potential client’s projects 
 - Estimate potential client’s buildings and review quotations
 - verify design loads and codes per county requirements 
 - Close building sales






Laborer
Three Sons Construction (Summers, 2005-2006)
Duties 
- General contracting 
- Frame/ Drywall work
- Painting inside and out
- Appliance install
- Tile installation (walls and flooring)
- HVAC 
- Plumbing

Personal and Professional References:

Wafa Yakhlef (Owner ATY Building Systems, Principal MCR)   (303) 408-3211
Dalal Yakhlef (Office manager ATY Building Systems)            (720) 934-6304
James Marks (Supervisor Three Sons Construction)                (720) 325-0895
Tyler Ramsey                                                                  (720) 250-6805
U.S.A.F. Major David Knight (Ret.)                                      (303) 304-7775  



