D’Laun R. Burrell
38713 Tierra Subida #200-197
Palmdale, CA 93551 Cell:(661) 208-7713
Email: leray258@gmail.com


To establish a long-term position, with an established company, providing opportunity for career advancement.



11/2007- 10/2012                N.A.N Enterprises				Palmdale, CA
Office/Mailroom/Shipping & Receiving Clerk
· Performed routine office duties
· Answered phones, Faxed documents as clients required
· Shipping & Receiving Packages, Parcels, Sort and Deliver Mail, Handling of
             UPS, FED EX, and other various mail and package couriers.


       01/2005-08/2007		Volt Technical Resources			Roseville, CA
Media Handler	
· Prepare tapes for the backup process for all client/server systems. This includes the daily ejection and mounting of tapes.
· Monitor Production OFIS server for capacity of  its optical media and progress of it's associated backup process.
· Monitor tape drives for usage
· File tape cartridges back in the appropriate rack of the appropriate tape vault
· Pull scratch and off-site tapes required
· Prepare tapes for off-site storage
· Un-write protect incoming scratch tapes, peel off labels
· Clean and provide general maintenance of tape drives as specified by client's support policies and procedures
· Notify support of any hardware/software related problems, according to established client's support policies and procedures
· Monitor appropriate system consoles for tape mount requests in 3 separate console areas
· Perform shut downs and system start ups as directed by the client's management and according to established clients support policies and procedures
· Complete the shift turnover log at the end of each shift
· Provide excellent customer service support in a professional, patient, and understanding manner
		






03/1999-03/2001		Spherion					Pleasanton, CA

Lead Tape Media Librarian
· Performed media management responsibilities; including mounting of tapes, handling and vaulting of tapes 
· Ran scratch list reports, using Tapes3000 and Omniback tools. 
· Handled mixed DDS, SLT, 3480 and reel tapes, Performed library functions with Microsoft Excel spreadsheets.
· Handled tapes and audits of the scratch lists.  Callbacks from off-site storage vendors
· Ran tape initialization jobs (MPE and HP Unix) to write intern labels.
· Monitor system consoles for tape mount requests in three separate console areas.
· Opened all service tickets on bad tape drives, according to escalation procedures.
· Provided excellent customer service support in a professional manner, resolving media relater customer issues. 
· Completed the shift turnover log at the end of each shift.
· Also handled the destruction of obsolete media types (i.e. reel tapes, 3480, etc)


1995-1999		Information Access Company			Foster City, CA

Editorial Assistant I
· Internal Operations-Electronic Publishing
· CD ROM Production, Online Database Services
· Provide analysis of production turn-around, crate and electronically disburse all report data to the appropriate department managers.
· Monitor offshore text quality assurance programs.
· Accounts payable invoice processing for international departments. 
· Pre-Select article and newsletter material for offshore keying.
· Provide editorial; support to senior analysis. 
· Train new employees

OCR Edit (Optical Character Recognition) cross trained
· Full text Operations
· Retrieved full text data from local area network (LAN)
· Edit, repair, and format text to the appropriate specs for on-line disbursement 
· Maintain high-level production deadlines and proficiency; provide support to Full-Text Newsletter (FTNL) group with backup of newsletter and press releases (as needed)

Image Operator (cross trained) Imaging Department
· Scanning images and correcting them on the PC.
· Routing on the ELAN system

Micrographics Operator (cross-trained) Micrographics Operations
· Learned how to duplicate microfilm





1991-1993 		Bank of the West				Santa Clara, CA

Mailroom/Shipping & Receiving Clerk
· Sorting, Batching, Posting, weighing, mail and packages.
· Pick up & Deliver Mail and parcels
· Shipping packages, mail, and parcels
· Handling FED EX, UPS, DHL, and other couriers


1994-1995 		San Jose City College				San Jose, CA
1990-1994 		Independence High School			San Jose, CA


Software:	Windows NT 4.0, 98, 95, 3.1, UNIX, IBM, Jes3, MVS, Novell Netware Microsoft Office 2000, Outlook, Word, Excel, Lotus Organizer, Internet Explorer, and Fire Fox

