Kelly R. Barkhausen-Rojahn

44004 E. 96th Avenue
Bennett, CO 80102
Phone: (720) 209-6252

Email: KBarkhausenRojahn@gmail.com
OBJECTIVE_____________________________________________________________

To obtain a position that will allow me to utilize my strong organizational skills and ability to work well with others to create a lasting relationship within a stable organization.
SKILLS_________________________________________________________________


· Attention to detail, effective organizational skills, ability to meet deadlines.

· Ability to learn new systems quickly, eager to learn new technologies, solid PC skills.

· Data entry, 10-Key, Typing 65+wpm.
EXPERIENCE___________________________________________________________

Denver Human Services, (720) 944-2539

Administrative Support Assistant IV

· Received, sorted and distributed all incoming mail. 

· Prepared batches of files for scanning.
· Scanned documents and performed data entry to index documents.
· Conducted quality review tasks on all imaged documents.
· Assisted in resolving technical and workflow issues. 
· Trained new employees in the workflow process, operation and maintenance of scanning equipment and software. 

· Converted 24, 500 legal files to electronic format; successfully converted 100% of all legal files into electronic format for the Child Support Enforcement Division.
D2xChange LLC, (303) 952-3832
Data Specialist

· Prepared and scanned documents and corrected errors. 

· Conducted quality review tasks on all imaged documents.

· Performed data entry and 10-key operations in order to index documents.

· Converted archived W2 information into compact disc format and shipped completed discs to customers. 

· Communicated with a document shredding agency to ensure the timely and safe disposal of documents of a sensitive nature.

· Communicated with an off-site storage agency to ensure the proper handling and storage of sensitive documents. 

· Handled multiple projects simultaneously; traveled between two offices. 

· Kept record of time spent on all projects for billing purposes; effectively communicated project status. 

· Trained new employees in the workflow process, operation and maintenance of scanning equipment and software. 

· Successfully converted 95% of all on site content into electronic format for the Colorado Housing and Finance Authority.
EDUCATION____________________________________________________________

Digital Media Production, The Art Institute of Colorado, Denver, CO, 2006
High School Diploma, Clonlara High School, Denver, CO, 1999
