
Berenice Diaz
1260 Xapary St. Aurora CO 80011(303) 513-5177Bdiaz31610@hotmail.com

OBJECTIVESeeking a Administrative/ Data Entry position that is challenging and gives me the opportunity to utilize my knowledge and experience.I also want the position to expand my current skills and abilities.

WORKImage Specialist2012-2012
EXPERIENCE Cintas
·Prepare documents to be feed into scanner.
·Index scanned files into appropriate categories once they have been scanned into the system.

Data Verifier2011-2012
Fulcircle
·Verify customer’s orders to assure that all information was correct before fulfilling order.
·Data entry for customer’s orders.

Data Specialist2011-2011
D2xchange
·Prepare and feed documents into scanner. 
·Index scanned files in paper flow program.
·Imaging high volume of documents from a wide variety of clients.
·Facilitate client’s paperless conversion.

Data Specialist 2003-2008
D2xchange
·Interim supervisor. 
·Responsible for largest revenue generating client. 
·Index scanned files in paper flow program.
·Imaging high volume of documents from a wide variety of clients.
·Facilitate client’s paperless conversion.

Restauracion en Cristo 2007-present
Bible School Teacher
.Supervise other teachers 
.Teach kids ages 3 to 12
.Arrange childrens activities and services

EDUCATIONPARKS COLLEGE 2001
Associates Degree in Computer Science Application in Business

TECHNICAL 
SKILLS
·Microsoft Windows
·Microsoft Word
·Microsoft Outlook 
·Paperflow Program
·Typing speed (40 w.p.m)
·10 key alpha and numeric (10,000 k.p.h.)

OTHER SKILLSBilingual English/Spanish 




