Warren Crawford

205 S Grant St #203 
Denver, Co 80209 
720-544-9657
　
Work History
11/06-01/08 EMC Insurance 8181 E Tufts Ave Denver, CO 80237
Records Clerk
File management by color and number
Ordering of supplies 
Processing of incoming and outgoing mail
Data Entry, 10 key, indexing 
Multitasking, ability to perform repetitive tasks
MS Office, Word, Excel and Outlook
Online shipping with UPS, FedEx, Airborne
Problem solving
Attention to detail and very organized
Ability to alphabetize, sort, organize files, data and written information


3/00-1/06 Guaranty Bank & Trust 1331 17th St Denver, CO 80202
Client Services
Processed and delivered all incoming and outgoing mail
Superior Customer Relations
Ability to recognize and respect confidential information
Data Entry, 10 key
MS Office, Word, Excel and Outlook
Online shipping with UPS, FedEx, Airborne
Detail oriented with exceptional organizational skills
Multitasking, ability to perform repetitive tasks
Effective communication skills both written and verbal
Great customer service skills interacting with bank officials as well as bank customers.
Ability to lift 75lbs
Great positive attitude
Handles materials in a time sensitive manner
　
4/99-8/99 State of Colorado 1525 Sherman St Denver, CO 80203
Mail Room Clerk
Processed all incoming and outgoing mail
Mail processed by an inserting machine and finished by a folding machine
Mail was then bundled for pick up

1/98-3/99 Internal Revenue Service 17th & Welton St Denver, CO 80202
Item Processor
Processed all incoming returns
Separated by individual and business returns 
Processed returns with payments
All returns were processed by numbers and filed as such
