Linda Backus
303-238-2637
backus.linda@gmail.com

 Professional Summary:
Highly experienced Imager/Scanner and Administrative Clerk with  a versatile skill set.  Experience performing a variety of clerical, imaging and data entry duties. Employed in the private sector and in government positions.

Relevant Skills:

	· Scanning/imaging
	· Typing and 10 Key
	· Data entry

	· Electronic indexing                                              
	· Filing: Electronic/manual
	· Microsoft Office: Word

	· Document preparation
	· Phones /customer service
	· Microsoft Office: Excel

	· Photocopying
	· Inventory
	· Microsoft Office: Outlook

	· Quality assurance                                                
	· Sorting and directing mail
	· Scanning  programs



	        
Work Experience:

Ivotronic Trainer: Jefferson County Elections, Golden Colorado:
October 2012 – November 2012
· Trained election judges to use automated (Ivotronic) voting machines.
· Provided phone assistance to election judges.

Imaging Coordinator:  Westwood College, Denver Colorado:
August 2011 – May 2012
· Received, indexed and routed student documents using the Image Now program.
· Scanned documents using a Fujitsu Scanner.

Administrative Clerk: United States Census, Denver Regional Census Center:
  January 2010 – November 2010
· Accomplishments: Promotion from a GS-4 to a GS-5 rating and two performance commendations and bonuses during the period of employment.
· Provided telephone assistance for Census employees with payroll and personnel questions.
· Downloaded and mailed forms and information to Census employees.
· Constructed and audited employee files for completeness and accuracy.

Imaging Technician: Manpower, Inc. Denver Colorado:
 August 2006 – January 2010
1. Worked on a long term imaging project at Defense Finance and Accounting Services.
1. Scanned Documents using a Fujitsu Digital Scanner and the Remote-Scan online program to record data on spreadsheets.
1. Prepared documents for scanning and checked completed work for quality assurance.
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Test Assessor: Kelly Services, Arvada, Colorado:
 November 2005-July 2006
1. Evaluated and scored student assessment tests for middle and high school students in reading comprehension and mathematics.



Customer Service Representative: .U.S. Department of the Treasury-I.R.S. Denver, Colorado: October 2004 – March 2005
· Assisted taxpayers on the phone with tax regulation and personal account question after training.

General Clerk: Spherion, Denver, Colorado:
 August 2001- September 2003.
1. Worked on various long and short term clerical assignments. 
1. Assigned Companies: Children’s Hospital, AARP, Document Imaging.

Substitute Teacher: Denver Public Schools, Denver, Colorado: 
February 2000 - September 2004.
· Taught Art and other subjects to high school and middle school students.
· College degree and licensure required.

Glass Artist-Glassblower, Owner: Linda Backus Art Glass.
· Accomplishments: Numerous awards from gallery and art show judges.
1. Designed, executed and marketed a distinctive line of hand-blown art glass.
1. Exhibiting in local, regional and national art festivals and galleries.
1. Administrative/Office skills required: Accounting, inventory, advertising, bookkeeping, calculating sales and income taxes.

Education

1. Master of Fine Arts. Calif. State University, Fullerton, California.
1. Bachelor of Arts. San Francisco State University, San Francisco, California.






	
