Tracy Walker
433 Ash Street
Hudson, CO 80601
720-369-7842

Data Entry, Administrative Assistant, Office Clerk, Teller & Mail Encoder

QUALIFICATIONS AND AREAS OF STRENTH:

15 years with Data Entry, Balancing, Internal and External Customer Service, Researching Outages and fixing them, and 10 years in preparing Mortgage and Loan Documents, transcribing letters, forms and appraisals.

PROFESSIONAL EXPERIENCE:

Advantage Staffing – Denver, CO
Mail Encoder – 1-21-2013 to present: Enter Zip codes, addresses, verify weight, print and place labels, operate scanner, process ground mail and expatiated mail and move General Product Carriers (GPC), palates and hampers.

DHL Global Mail – Denver, CO
Mail Encoder – 1-21-2013 to 5-28-2014: Enter Zip codes, addresses, verify weight, print and place labels, operate scanner, process ground mail and expatiated mail and move General Product Carriers (GPC), palates and hampers.

AAA Moving and Storage – Anchorage, AK
Office Clerk – 12-7-2010 to 3-14-2011: Data Entry for Vendors and Customers and helped balance outages between two programs.

Elite Employment Services – Anchorage, AK
Office Clerk – 9-7-2010 to 12-6-2010: Made phone calls to raise money for charity.

Cash Now Financial Corporation – Anchorage, AK
Assistant – 4-13-1999 to 9-16-2009: Answering phones, filing, pick up and deliveries, transcribed forms, letters, appraisal reviews, appraisals and minutes for the Company, faxed and scanned documents and office supplies.

First National Bank of Alaska – Anchorage, AK
Supervisor -6-19-2007 to 6-19-2009 & Proof Imaging Clerk II 5-19-1994 to 6-19-2007: Amount entry, data corrections, balancing, reject re-entry, power encode, duplicate detection, suspect image review, work prep, balancing Master Card, Receiving and Sending Electronic Files to and from the Federal Reserve, Monitoring incoming electronic files from Out of Town Branches, Internal and External Customer Service, and was the Help Desk for Out of Town Branches.

Alaska USA Federal Credit Union – Anchorage, AK
Teller & Research Clerk – 7-28-1992 to 5-9-1994: Returned Checks for NSF, Research Subpoenas, made copes of checks for customers, made deposits, cashed checks, processed money orders, cashier checks and filmed all deposit and balanced cash and checks for the end of night.

COMPUTER PROGRAMS: Microsoft Word 2010, Microsoft Excel 2010, Outlook Express 2010 and Access 2007

EDUCATION:  Web Training, On the Job Training, and High School Graduate

[bookmark: _GoBack]CERTIFICATE:  Mavis Beacon Data Entry Certificate            September 2013
