Valerie S. Cochran
101 E. 88th Ave Apt F108
Thornton, CO 80229

Cell (816) 457-9812

valshiggs@hotmail.com
Administrative Qualifications:
· Proficient in Microsoft Office Application, including.
· Microsoft, Word, Outlook, and basic knowledge of Excel as well as Desktop Publishing.

· Gained knowledge of general office procedures.
· Heavy data entry skills, as well as 10 key by touch.

· Gained knowledge of computer operations, including AS/400 and Captiva.
· I am a professional, self-motivated and very dependable.

Administrative and Office Experience and Achievements.
RICHO., Denver, CO 2/5/2013-9/6/2013
Documents Specialist
· Input clients documents into Captiva Software system. 
· Documents are entered by expectations and by their regulations requirements, as well as entering document regulation codes and procedures. 
· Every box of documents is scanned into Captiva.

· Inputting is 95% at all times.
UPS Freight, Inc., Kansas City, KS 8/8/2011-10/8/2012
Operation Clerk/Road Dispatch Asst.

· Inputting and verification of T-Cons (Bill of Lading) Assistant in Road Dispatch area in the UPS system.

· Process Manifest in order to be filed in storage. Use scanning system of copies of Bill of Ladings, Customer Documents, DOC (dock workers) documents, and general documents for UPS Freight.  
· Updated the current employees files and medical files system manually. 
· Update Manifest, Road and City Trip Cards in storage system files.  
· All process is carefully by the UPS regulations and to their specifications by the company.
Thermal Ceramics Inc., Canon City, CO 3/2007-7/2007
Clerical Assistant


· Verify, inputting Sales Orders and Purchasing Orders in system.  Sending email through Outlook of Sales to appropriate supervisors.  
· Using Excel spreadsheet for calculations of product usage and materials used from warehouse.  Processing Invoices with system to be paid through the company.  
· Process lab/raw materials from packaging to weigh in scales to their specifications by the company and OSHA regulations.  Process mixing and boil Lithium Citrate liquid to their specifications by the company regulations. 
· Made sure all EPA regulations were followed and abided by.
Metropolitan State College of Denver, Denver, CO 9/1993-10/2004

Office of Admissions, Data Specialist
· Admissions by inputting, accessing & retrieving information from Banner, the Student Information System, & other databases.  
· ACT/SAT Disk run, Mail Merge with Microsoft Word, Scheduling mailings, Designing & producing reports with Microsoft Access, Maintaining databases, minimum of five years’ experience entering information into & retrieving information from a mainframe computerized system. 
· Six years of experience in Student Information System in higher education. 

Education:

May 1992     PUEBLO COLLEGE OF BUSINESS AND TECHNOLOGY, PUEBLO, CO

   
      Administrative Assistant, Associate Degree. 

