Tiya G. Gadisa 

11050 N. Biltmore Dr. # 305

 Phoenix, AZ 85029-7314 

Phone 623-337-0091 

gadisatiya@rocketmail.com
Objective:       Seeking a data entry position with an organization where there are opportunities for professional and personal growth. 

Skills:                Word      Excel      And   Power Point     Data entry    Check  Processing

Employment History: Check processor/Sales, Image, Transport, Data entry clerk,
Chase Bank, Phoenix April 2002 – January 2010 

· Read source documents such as canceled checks and bills and entered data in specific data fields using keyboards or scanners. 

· Compiled, sort and verify the accuracy of data before it is entered. 
· Compared data with source documents, or re-enter data in verification format to detect errors. 
· Stored completed documents in appropriate locations. 
· Maintained logs of activities and completed work.
· Encoded and cancel checks, using bank machines. 
· Took orders for imprinted checks. 
· Compared previously prepared bank statements with canceled checks, and reconcile discrepancies. 
· Posted stop-payment notices in order to prevent payment of protested checks

· Matched statements with batches of canceled checks by account numbers
· Weighed envelopes containing statements in order to determine correct postage and affix postage using stamps or metering equipment. 
· Loaded machines with statements, cancelled checks, and envelopes in order to prepare statements for distribution to customers, or stuff envelopes by hand. 
· Retrieved checks returned to customers in error, adjusting customer accounts and answering inquiries about errors as necessary. 
Education:        Graduated from Maricopa Skill Center College in 2002.
High School Diploma                        
Enrolled in Glendale Community College
References: Available upon request 

