
Michael Berg
1682 S. Evanston St. ( Aurora, CO 80012
Cell: 303-349-5828
Mjberg1981@gmail.com
	Objective

	
	To contribute my excellent customer service and strong computer skills as well as my attention to detail and exceptional work ethic to a company assisting in contributing to the growth of the company’s bottom line.


	Key Skills
· Records Management

· Excellent Time Management

· Customer Service 

· Creates Spreadsheets and 

Reports

· Meets Deadlines with Accuracy 

and Quality

· Works Autonomously and in a 

Team

· Database Administration

· Front Desk/Reception

· Outstanding Organization Skills

Computer Skills:

MS Word

MS Excel

MS PowerPoint

MS Outlook

MS Access

FoxPro
Database interface –FedEx

Typing speed 57 WPM


	Experience

	
	Information Records Clerk                                               February 2010 – February 2012
Colorado Department of Transportation (CDOT)
	

	
	· Reviewed and verified accuracy of accident reports  
· Interpreted diagrams and narratives provided in Accident Reports
· Followed various government guidelines and standards for classification and data entry of accident information (CDOT, CORIS, etc)
· Complied with Federal, State and Local guidelines to enter traffic accident data into crash database

	
	Mail Room Clerk                                                                  March 2008 – September 2008
Denver VA Medical Center                                                  December 2009- January 2010
	

	
	· Provided excellent customer service to internal and external customers

· Assisted with weighing and metering outgoing mail

· Handled, Sorted and Delivered mail to 21 departments located throughout a 6 building complex

· Created mailing labels

· Assisted with reproduction,  book binding, and laminating of documents
Front Desk Receptionist                                                                          May-August 2007
Mount Loretto Apartment Complex                                – 

	
	· Created and maintained spreadsheets holding survey data results 
· Answered and directed incoming phone calls in a professional and friendly manner

· Assisted potential renters as well as tenants by providing thorough information and processing issues and complaints

· Delivered newsletters and informational packets/flyers to apartment residents 
· Completed general office tasks such as copying, faxing and filing  

	
	

	Education

	
	Associates Degree Applied Sciences                           1/09-12/09

Microsoft Office Specialist                                           9/04-12/06
Community College of Denver — Denver, CO



References Available Upon Request


