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Successful Office Technics
 
Wanda Faye Jenkins 53 Glenwood Ave, # 221 Minneapolis, MN 55403
wfjenkins1315@yahoo.com

Skill Highlights:
Problem Resolution, Attention to detail, Administrative Support, Special document scanning, Filing and data archiving, Meeting deadlines, Proofreading and bank reconciling, Critical Thinking Research Prepping Meets/exceed goals, Employee training and development.

PROFESSIONAL EXPERIENCES

Service Coordinator / Front Desk Reception:
Ultimate Staffing Services - Oracle America Inc – Bloomington MN... January 30 to February 26 2015
·Outgoing mail delivery and pick up to mail station on company ground...mail sorting.
·Scheduled conference room meetings / other visitors arrangements for available office space.
·Answering /Transferring phone calls, conference room board cleaning and kitchen stocking.
·Copy/Fax/Printer stocking paper daily and maintenance as needed on machine, scanning incoming
packages and printing out documentations for required signature upon pick up... UPS; FED-EX.
· Quantum internal and external database information upon retrieving temp badges for employees/visitors.

Mailroom Clerk Specialist:
(IOS) Insurance Overload Service - MTS - Eden Prairie, MN: One week contract job...
·Performing data entry functions. Filing correspondence, invoices and other mail.
·Database researching other incoming mail materials. Mail room machine post mark dating for outgoing mail.
·Machine operation binding for outgoing shipments. Preparing mail correspondence, including e-mails and faxes.
·UPS label input into computer database system and printing for outgoing mail shipments.
·Operating standard finishing equipment (e.g. paper cutters, inserters, laminating, and hole punchers)
Mailroom Machine Operator / Documentation Prep:
Randstad Staffing - Bloomington MN - August 16 to September 15 2013
·Mail posted machine date stamp; machine stealing and post mark dating outgoing shipped documentations.
·Prepared all mailing for out-going shipment, Hand process mail inserting.
·Manage all operations containing private information along with other tasks requirements.
·Special document bundle prep, prepared barcode elements into documentation batch.

Data Entry Specialist:
Target Corp - Downtown Minneapolis – May 21 2013 to July 11 2013
·(Specification and key-line uploading) Attaching/Uploading documents in ICIX company database system.
·Processing request to complete uploaded specification and transferred information...Data Entry.
·Prepping correspondences preparation on spreadsheet completion of requested information.

Data Entry Specialist:
Target Corp - St Louis Park, - April 2013 to May 15 2013
·Completed and approved a quality of specification for company new ICIX database system.
·Updated status of Maximo 6.2 work order initiate refrigerant tracking events when applicable.
·Operation data format steps with TIPP review Maximo 6.2 to 7.5 upgrade status split GL-VLOOKUPS.
·Uploaded spreadsheet collaboration tracking vendor template documents and information to shared point.
·SAP FI Winshuttle template Maximo 7.5 invoices GL-CVS spreadsheet template...number's into sap format.
·Winshuttle template convert the Maximo 7.5 updates, proposals/invoices GL to sap format Access Converter tool.

Quality Control Specialist:
AppleOne, Bloomington, Minnesota – October 2012 to December 2012
·Prepared all mailing for out-going shipment.
·Manage all operations containing private information.
·Scanned all external documents for company database along with other tasks requirements.
·Special document bundle prep, prepared bar code elements into documentation batch.

Scanner / Prep Document Specialist:
Best Buy Corp, Richfield, Minnesota – January 2010 to May 2010.
·Document preparation of physical binding elements.
·Inserting bar code heading of batch.
·Managed daily operations of equipment.
·Inspected documentations that specifications were met.
·Cleaned and lubricated machine for proper use of operation.
·Prepared and prep all scanned documentation for outgoing shipment.

Front Desk Clerk:
Boynton Health Services - Minneapolis, Minnesota – May 2007 to June 2007
·Maintained daily tasks by prioritizing project call logs, appointments travel, and expense reports.
·Research filing preparation, Medical database process coding, Radiology/Lab Process Filing.
·Increased filing by developing a more efficient work flow document floor base protocol.
·Standard filing system so clerical staff could easily locate information in any filing center.

HR Data Entry Clerk 1:
Eaton Hydraulics - Eden Prairie, Minnesota – November 2006 to April 2007
·Successfully established systems for record retention by creating database for daily correspondence tracking.
·Manage external and internal database research prepping, Performed correspondences preparation on spreadsheet.
·Developed [process and procedures] which resulted in increased company efficiency and productivity.
EDUCATION:
Carver Area H. School!... Chicago, ILL
My education is equivalent to an AA degree, although. I have not acquired my degree as of the present.

Additional Info
Career Information
Most recent employer
Ultimate Services, Inc. / Orcale
Relevant work experience
-
Highest Education
High School or equivalent
Career Level
Entry Level
Availability
Immediately
Location
US-MN-Bloomington
Relocate
Will Relocate
Travel
Up to 25% travel
Willing to work weekends
-
Security clearance
No
Willing to work shifts
-
Target Job
Company size
-
Desired status
Full Time
Job type
Employee, Temporary / Contract / Project
Salary
13 - 15 USD/hr
Locations
US MN Minneapolis 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Office Coordinator
Industry
-
Occupation
Administrative Support
Data Entry/Order Processing
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency

	Test English
	Advanced
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