George L. Thompson
12521 Portland Ave S# 304
Burnsville, Minnesota  55337
Home: 952-890-6841
Cell: 612-281-3954
gthompson600@gmail.com


SUMMARY:

Records Specialist with 16 years of experience utilizing various software packages to increase records management. Excellent communication skills and people skills. 

SKILLS:

MICROSOFT OFFICE, OUTLOOK, EXCEL,WORD ,UNIX,  AIX

EXPERIENCE:

Source One Management                                                              2006 – 2015
Records Clerk/Mail Room Specialist          
· Sorted, Distributed Mail to Customers, Departments in the company.
· Sorted, prepped, operated Micrographics Cameras, Scanners, Readers and Printers and converted documents and photos into Microfilm. 
· Cataloged materials and keeping a log of the inventory.
· Produced digital copies from scanners.
· Indexed and updated records.
· Archived, destroyed records according to retention dates.
· Pulled, filed and returned records upon request.

Educational Credit Management Corporation, St. Paul, MN   1996-2004 
Computer Operator            2000- 2004
· Scheduled and executed server jobs and monitors mainframe operations.
· Operated auxiliary equipment (printers, data storage tape drives)
· Handled client calls to the appropriate staff to resolve problems.
· Performed diagnostics for preventive maintenance problems.
· Distributed printer reports then routed to appropriate sites and customers.
· Assisted in manipulating controls to rearrange sequence job steps to continue 
· Operated tape machines when individual units malfunction.
· Maintained records regarding output units and supply inventories.
· Assisted the Technical Support Department monitored Severity support.
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EXPERIENCE:


· Perform duties assigned by Supervisor.
    	  Senior Records Clerk          1996 –2000
· Assist Supervisor in new hire training on equipment and software.
· Researched and reviews problems with files.
· Assist Supervisor development, maintenance and procedures.
· Review current processes, procedures and initiates improvements.
· Act as department contact for special request departments within the organization.
· Perform indexing and updating Records.
· Perform systems testing.


EDUCATION 

General Courses-Lewis and & Clark Community College, Godfrey, IL                           2 years

