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Career Summary
My past work experiences have given me the opportunity to obtain the skills necessary to be a well organized, people oriented individual whose friendly, yet professional, demeanor has helped me succeed in my career.  My expertise is in the modular furniture industry which includes project management, installation, receiving, and shipping. I’m a loyal, reliable self-starter who is able to prioritize and complete multiple projects and tasks with little or no direction.
Skills Summary

· Microsoft Office Products including Word, Excel and Project Schedule.

· Strong organizational, written, and verbal skills.

· Capacity to learn new skills, software, and tasks quickly and efficiently.

· Capable of operating as a team player as well as independently.
· CPR certified.
· Operate forklifts (hysters and cherry pickers).
· Knowledgeable of furniture blueprints
Employment History

Project Manager


Workplace Resource Colorado

Denver, CO

April 2011 - Present

· Create labor quotes/estimates for multiple sales people.
· Prepare Microsoft Project Schedule Gantt Charts.
· Coordinate truck deliveries with vendors, clients, building management, GC.

· Ensure that the supervisor has all documents needed to run the job successfully.

· Preform site inspections and verify critical field dimensions / build access.
· Oversee project on a daily basis to ensure sufficient progress against install plan.

· Address and resolve any unseen issues that may come up in the field with the GC / Trades / Client.

· Able to read and understand furniture installation drawings.

Installation Dispatcher

October 2006 – April 2011

· Maintain a Microsoft Excel Installation Schedule on a daily basis with zero missed projects.
· In charge of scheduling any and all jobs.
· Maintain organized filling systems of packing list and job packets.
· Oversaw the maintenance of company trucks and equipment.
· In charge or ordering and maintaining a steady supply of hardware and cleaning supply for installers.
· Scheduled inbound trucks to be received and put away in the warehouse.

Installation Supervisor/Lead
June 2000 - October 2006 

(was promoted to Installation Supervisor in June 2002)
· Oversee and ensure the installation of small and large project on a daily basis.

· Ensure that project were under budget and will zero or minimal punch.

· In charge of crews up to 15 to 20 people down to just a couple.

· Operate 16’ to 26’ box trucks.
· Complete electronic furniture punch list and send out to work team for ordering.

· Preform last minute or unseen change due to client request or construction delays.
· Help warehouse do receiving of large furniture
Construction / Maintenance

Ottis Branam Trucking

Florien, LA
May 1996 – June 2000
· Operate heavy equipment

· Preform maintenance on farm equipment

· General farm work.

· Ensure that equipment was fueled up and ready to go for day work.
