
DIANA ROGERS

1762 S. Trenton St. #7

Denver, Colorado

720-291-2558

dianajean.rogers51@gmail.com
WORK SKILLS

· 16 years of customer service.

· Excellent multi-tasking skills.

· Opening and dispersing incoming mail.

· Categorize account payable documents, invoices, reports, and vendors for batching and scanning. 

· Electronic file creation, filing, as well as various projects. 

· Enter key document data into the imaging system, researched archives, as well as problem solve.

· Monitor imaging queues and route documents based on referenced information and knowledge base.

· Prepared back-up hard copies for archive.

· Use image scanner to scan original documents.

· Checking scan specification for accuracy and quality. 

· Indexing and routing of invoice data entry. 

· Time management skills.

· Prepare documents or files for clients.

· Review all output images for proper sizing, resolution and overall quality.

· Basic organizational skills.

· Basic Excel, MS Word, Outlook, and Cash Handling.

WORK HISTORY

Denver Public School-Transportation Terminal



September 2012 - Present  

Para-Professional

· Student management

· Organization of various events and situations

· Safety management. 

Dish Network







March 2008 – November 2011 
Mail and Document Imaging Processor

· Electronic files

· Router (input data and distributed information to the 


 Accounts Payable Department)

· Scanned invoices
Metron, Inc.







April 2007 - July 2007
Document Processor Clerk 







Cashways Pet Supply Warehouse





August 2005 - January 2007 
Receiving Clerk
E-470 Toll -Parsons Brinckerhoff 




February 2005 - August 2005

Toll Booth Attendant
EDUCATION- 

Community College of Saginaw





1yr completed in 1989
· General Education


