	MICHAEL AERNE

	750 South Alton Way, #11C

Denver, CO  80247
	(303) 367-4779

amike47@hotmail.com



EMPLOYMENT
	03/2002 – 03/2014
	SERVICE SOURCE, 6295 EDSALL ROAD, SUITE 175, ALEXANDRIA, VA 22312-2670
(AIR RESERVE PERSONNEL CENTER, BUCKLEY AFB, CO  80011)


EXPERIENCE:

I have experience working in various administrative positions:  Mail Clerk, Customer Service Representative and Medical Records Maintenance.
Mail Clerk:  Delivered, retrieved and sorted mail from various departments.
Responsibilities:  •Pick-up and delivery of incoming and outgoing mail from designated departments; •sorting mail and records requiring extensive knowledge of military personnel codes; •preparing Certified and Federal Express forms; •maintain daily log of all incoming and outgoing mail, Fed Exes and Certified Mail; •create monthly reports from daily logs; •when appropriate dispose of all materials containing information covered by the Privacy Act of 1974; •training personnel; •creating and maintaining written office procedures; •maintain effective communication with all departments; •Help Desk (answering questions regarding postal and governmental procedures).
Customer Service Representative:  Servicing requests from government employees (via email and walk-ins) regarding records of active and retired military personnel.
Responsibilities:  •Create bar code labels using MicroSoft Smeadlink to track military personnel records; •research social security numbers; •retrieve personnel records from storage and deliver to customers; •refile records; •copy records.
Maintenance Medical Records/Quality File Control:  Filing, processing, updating and maintaining all Air Force Reserve Personnel records.
Responsibilities:  •Utilize quality control procedures for indexing, scanning and filing of records; •access personnel database to produce personnel reports; •remove outdated career and medical records; •operate microfiche machine to create backups of records; •retrieve and refile microfiche.

Personal Goals:  To do my best, every day, in any position I am placed.  My motivation, combined with age and experience, have taught me to be adaptable, resourceful, and hardworking.  I enjoy new and challenging opportunities and am willing to take responsibility for getting a job done.  I am able to work alone or in a group.

References:

	Ms. Delaina Hull

ARPC Briefing Team - Education

Air Reserve Personnel Center

Buckley AFB, CO  80011

delaina.hull@arpc.denver.af.mil
	Mr. Dan Brandenburger

Chief, ARPC Contract Center

Air Reserve Personnel Center

Buckley AFB, CO  80011

dan.brandenburger@arpc.denver.af.mil


