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PROFESSIONAL SUMMARY 
∙Facilities Manager Assistant with Logistic Support and Physical Security experience

∙ A visionary with military leadership background, excellent people skills and motivated team supporter∙ 

∙Creative problem solving skills, effective communicator with both external & internal customers

∙Qualified in special event planning
∙Mailroom Operations, MRP 9000, Fed-Ex, UPS, and various freight couriers (land, air & sea)
WORK EXPERIENCE
Univera Life Sciences 
Boulder, Co

2012 – Present 
Independent Associate
∙Develop/Maintain Customer relations in person or via email, telephonic or Skype.
∙Perform follow-up & customer service calls 
∙Team lead & supporter, Effective communicator internal/external
∙Product sales, Order placement & scheduling 
Enterprise Rental
Boulder, Co.

2006 – 2012
Car Prep/Driver
∙Clean vehicle exterior/interior by hand, brush or operating washing equipment. Perform basic maintenance check: antenna, under the hood, inside the vehicle, inside the trunk, and outside vehicle
∙Vehicle safety & operation inspections in accordance with Enterprise S.O.P. 
∙Drive/deliver vehicles locally or out of area as needed, following all rules of the road
∙Deliver customers and vehicles to appropriate destination in a safe and courteous manner 
MKS Instruments 

Boulder, Co. 

2006 to 2012
Shipping/Materials 
∙Accountable for items shipped from MKS Instruments as well as final Quality Assessment. 

∙Verified all electronic components and/or other company item being shipped, having proper documentation & match as well. 

∙Ensured all items were packaged correctly for courier travel domestic, internal, & international done in accordance to MKS Instruments S.O.P.
∙Expedited workflow by revising shipping floor plan, which provided a better ergonomic workspace along   with more efficient handling and distribution for both internal customers & various couriers 
 
Sirenza Micro devices, 
Broomfield, Co. 
2003 to 2005
Shipping/Materials

∙Accountable for all items shipped from Sirenza Micro devices, as well as final Quality Assessment

∙Verified all electronic components and other company items being shipped, having proper documentation & match 

∙Expedited workflow by revising shipping floor plan, which provided a better ergonomic workspace and more efficient handling and distribution
 
Carrier Access
 Boulder, CO 

1997 to 2002
Facilities Manager Assistant
∙Maintained facility of 68,000-sq. ft. ensuring grounds and building were safe, clean, and well presented

∙Light repair work as needed, or outsourced when applicable to cost and time

∙Dealt with ergonomic issues w/ guidance from Human Resources Department, thereby revising company     policy to give all ergonomic issues first maintenance priority

 ∙Collaborated with Human Resources Dept. on special events, space planning, catering, and live entertainment 

United States Army Europe 

1987 to 1996
Kaiserslautern, Germany

Financial Assistant 
∙Financial Assistant for Value Added Tax (VAT) Office, administering tax relief to U.S. military and civilian personnel

Material Handler 
1991 to 1993
∙Trained and operated truck forklifts 4,000 to 30,000 pounds 

Military Experience 
1987 to 1990
As a combat signaler, main functions were to install, maintain and operate field communications systems such as Field Switchboards, Field Hand Crank Telephones, and Prick 1-47 Handheld Radio Transmitter. Performed additional duties as supply clerk, issued equipment and clothing to soldiers. Conducted unit inventory, property turn-in and transfer between activities with proper documentation in accordance with Army Regulations. Also directly responsible for forms and publications control. As primary account holder,  responsible for managing 12 sub-accounts with approximately 20 employees.  Responsible for  the First Sergeant's appointment book. Performed  Transportation/maintenance of the duty vehicle for First Sergeant and dignitaries, accomplishing a 15,000-mile accident free record.  Also performed mailroom duties: i.e. metered mail, sort and delivery for 475 military personnel. 
 
Disc Jockey/Artist Recording
1986 - Present
Live global Disc Jockey (DJ) music performance, in venue, radio stations, festivals & open-air events.
ADDITIONAL INFO 

Northwestern University, Evanston, IL.  1986 - 1987
Basic Certificate in Graphic Art
Army Service Ribbon, Overseas Service Ribbon, Good Conduct Medal.
Clearance Level Held: Top Secret 

Rogue Agency 2003 – Present (Artist-DJ/ Radio Personality & Television Host)
Event Coordinator 1986 - 2004
Radio Personality 1999 -2009 (radio1190 am KVCU Boulder)
Staffing Employment Agencies
APPLEONE/ACT1, Manpower, Aerotek
Boulder/Denver Co

1999 to 2006
∙Light Industrial work, processing mail, incoming/outgoing shipments, quality assessment, customer service, and some data entry.
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