Robin@rdlandscaping.net
  9511 W Walden Ave. Littleton, CO 80128 
 603-312-7596ROBIN GARRY

QUALITIES
Hardworking, detail-oriented, professional, dependable, adaptable, focused and trustworthy
CERTIFICATIONS AND DEGREES
SixSigma.US
Mar 2013	
[bookmark: _GoBack]Yellow Belt Certification
SkillPath Seminars	
Mar 2011	
Excelling as a Manager or Supervisor
McIntosh College
May 2007
Associate of Science, Accounting
· 3.75 GPA
· Dean’s list
· High Honors
· Recognized for academic performance and positive attitude by instructors

ROBIN GARRY

SKILLS
2

· Accounts Payable
· Accounts Receivable
· Adobe Pro
· Bar codes/Patch codes
· Batch processing
· Bi-tonal/Color scanning
· CD/DVD burning and labeling
· Conflict resolution
· Data entry
· Document preparation
· Document tracking and storage
· Filebound

· FTP/SFTP
· Kodak i800
· Management and supervision
· Microsoft Office
· Microsoft Windows
· OCR
· Oversize scanning
· Paperflow
· Quality control
· Six Sigma
· Time management
· X-ray scanning



PROFESSIONAL Experience

			Recordsforce
  124 Heritage Ave. Portsmouth, NH 03801

Quality Assurance Manager	Jan 2013 – Sept 2013

· Conducted internal audits of both the production and IT departments.
· Monitored performance of quality control systems to ensure effectiveness and efficiency.
· Identified quality problems or areas for improvement and recommended solutions.
· Reviewed and updated standard operating procedures and quality assurance manuals.
· Delegated any required work instruction changes to the correct department.

Production Supervisor		Jan 2011 – Dec 2012
· Planned work schedules, specified tasks and production sequences to ensure production deadlines were met.
· Worked closely with other managers and team members to resolve worker problems, complaints, or grievances.
· Recommended changes to improve production methods, equipment performance, product quality and efficiency.
· Increased efficiency in processing front-end AP jobs by developing new software with the IT department.
· Trained and managed indexing team daily on front-end Accounts Payable jobs.
· Communicated regularly with AP clients regarding any issues that should be addressed with their vendors.

Scan Team Leader 	Dec 2008 – Dec 2010
	
· Updated all standard operating procedures focusing on obtaining and maintaining high quality images.
· Increased throughput by showing team members how to work more efficiently and to effectively communicate problems to other members of the production team.
· Increased productivity by writing and uploading job specific work instructions into internal production software.
· Virtually eliminated any down-time by creating a maintenance schedule and tracking log for each scan station.
· Used production software to prioritized and delegated tasks to appropriate team members.
· Held monthly meeting with team members to address current and/or upcoming jobs.
· Held monthly meetings with other team leaders to identify problem areas in production and create improvements to increase efficiency and productivity.
Document Imaging Assistant – Level III 	Sept 2007 – Nov 2008

· Prepared documents for scanning by removing staples or paperclips, unfolding corners, taping down small documents, inserting required separators, reordering pages as necessary and sorting documents by page count.
· Performed data entry on numerous document types including accounts payable, accounts receivable, medical records, EOB's and HR. 
· Used high-speed and oversize scanners to image varying document types including blueprints, photographs, color charts, file folders and newspapers.
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