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QUALIFICATIONS
· 60 WPM
· Very detail-oriented
· Diligent, hard-worker
· Learns quickly
WORK HISTORY

                                  Document Prepper/Document Scanner 
                                  Modus Technology Inc                                                          March 2012-June 2012
· Prepping large volumes of documents to be scanned
· Quickly and efficiently feeding documents through scanner
· Problem-solving when certain documents do not feed through scanner
· Locking up office at night; turning off all computers, etc
Data Entry Clerk/Product Specialist 	December 2007 – April 2010
ATGStores.com 	Kirkland, WA
· Daily input of company data into corporate server
· Created instruction guides to teach other teams proper data entry techniques
· Edited HTML codes to fit company standardized item description model
· Wrote item descriptions, checked for grammar errors
	Data Entry/Office Assistant	January 2007 – December 2007
	Seattle Aero Incorporated	Bellevue, WA
· Located, organized, and filed certification documents
· Entered and checked data for errors on airplane part orders
· Answered and transferred phone calls to the appropriate parties
· Archived files more than 10 years old
	Interviewer	May 2005 – January 2006
	GMA Research Corporation	Bellevue, WA
· Conducted phone interviews and recorded data for each client
· Coded client responses using appropriate codes
· Recruited participants for company focus groups
· Troubleshoot program and server glitches
	Cashier Clerk	January 2001 – November 2001
	Walgreens	Bellevue, WA
· Resolved customer complaints and concerns according to company policy
· Scanned and totaled customer purchases using a cash register
· Accepted payment by cash, credit, and/or checks

EDUCATION
	Associates in Arts and Sciences	July 2006
	Bellevue College (Graduated with 3.79 GPA-Honors)	Bellevue, WA
	Diploma	June 2003
	High School	Bellevue, WA
