Kimn DePalma
(303) 781-0602
kimndepalma@yahoo.com

Office Worker

Qualifications

5+ years of Data Entry
Over 10,000 ksph Alphanumeric/Numeric Data Entry
Basic knowledge of Microsoft Word, Microsoft Excel, and Microsoft Outlook
5+ years of General Clerical Experience

Skills
Data Entry
· Performed order processing on customer accounts
· Entered data into an Excel spreadsheet
· Verified voter registration information on voter petitions
· Ordered motor vehicle records for court
Customer Service
· Performed quality assurance phone calls to customer to insure products were ordered
· Answered multi-line phone as a receptionist
· Pulled filed from file room when requested by other employees
· Greeted customers as they came into the lobby
General Clerical Duties
· Maintained filing system for over 20 Head Start Programs
· Photocopied completed applications
· Created filed for photocopied applications
· Completed mass mailings


Work History
Office Clerk, Express Personnel, Denver, CO                                                  04/2009 - Present
Administrative Assistant, Community Development Institute, Denver, CO    02/2007 - 03/2009
Administrative Assistant II, State of Colorado, Lakewood, CO                      11/2001 - 12/2002

Education
Community College of Denver, Denver, CO
Associate of Sciences in Word Processing
